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Introduction

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition, as well as the financial condition of HUD
properties. This includes over 3,000 Public Housing Agencies (PHA) and over 30,000 Federal
Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8 project-
based subsidized properties.

The Physical Assessment Subsystem (PASS) is a Web-based subsystem developed by REAC
to monitor the physical condition of HUD properties based on on-site physical inspections. One
component of PASS is Scheduling where inspection schedules are managed.

Objectives

The purpose of PASS Servicing Mortgagee Scheduling is to provide Servicing Mortgagees with
a tool to effectively manage physical inspection scheduling details.

Servicing Mortgagees have access to property and scheduling information within their own
organization. Servicing Mortgagees can search for inspection schedules, based on specified
criteria (e.g., city, dates, etc.), and can modify basic property information. As a Servicing
Mortgagee, you will select HUD REAC certified inspectors to work for your organization. From
those inspectors you can select one or more to be Master Schedulers for your organization. The
Master Scheduler is responsible for scheduling your organization’s inspections to Independent
Inspectors. Not all of your properties have to be scheduled by your Master Scheduler. The
Servicing Mortgagee can schedule inspections as well.

The Servicing Mortgagee can download information (inspection schedule information), edit and
update information directly to REAC’s database using the Bulk Upload Process.
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Accessing Servicing Mortgagee Scheduling

Security

PASS Servicing Mortgagee Scheduling is a secure, Web-based system containing sensitive
public housing information. A HUD-issued user ID is required to access the system. Authorized
users only have access to inspection scheduling information for properties associated with their
FHA number.

Authorized users for PASS Servicing Mortgagee Scheduling includes:
e Servicing Mortgagees
* HUD REAC certified inspectors responsible for scheduling inspections (Master
Schedulers), and conducting on-site physical inspections (Independent Inspectors) at
HUD properties
* HUD REAC personnel responsible for monitoring HUD properties

Authorized User Login

To access PASS Servicing Mortgagee Scheduling, a user must log in using their six-character
HUD-issued user ID (e.g., M11111).

To access PASS Servicing Mortgagee Scheduling:

1. Open the Internet browser (e.g., Netscape). The example shown is the Yahoo main screen.

¥ vahoo!l - Netscape

File Edit “iew Go Communicator Help

. 4 & 3 3 o 4 &5 & B

Back Forward  Reload Home Search  Metzcape Frirt Security S

W! " Bookmarks \&; Location; ;http:.-".-"www._l,lahm.cu:um.-"l j ﬁfl?' " wihat's Fielated
2 © © YAHOO! @) ¢
Auctions Meszenger Check Email hat's New Personalize H
HEW! 1 I .
= Yahoo! Fhotos Get the Y1 Stock Market Toolbar! Yahoo! Mail
upload, share, print sew click here free ematl for ife

| Search |advanu:ed search
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2. Enter the following URL address in the Location field: https://entp.hud.gov/clas

HUDweb Home Page - Netscape
File Edt Yiew GHo Communicator Help

i 2 A A | e m S &

Back Foward  Reload Home earch  Metscape Frint Security S
“':Bookmarks \k_ Gnto:Ihttps:.n"a"entp.hud.gov.f'clas j@'What'sHelated |

The Welcome to the FHA Connection screen displays.

Welcome to the

FHA Connection

Ehrmgl Misise of Rederal Fgbrmation ot s #eb sine folls under the provisions of Title 128, Dhuted States
Code, sectiom [ 000 This lew specifies penalties for erceeding authorized access, alferation, damage or
dealruchian aligirmalion redding g Fedaral Comjplaers

0

Tign On & Registmatinn . ﬂ[-':':;ﬁl:

HEE'FHL Home Page | Single Family Business Page | Email s

¢

3. Clickonthe #%ignOn jcon. The Username and Password Required window displays.

Uzermname and Password Required

Enter uzername for unknown prompt at
hudapps. hud. gose:

IJzer Mame: ||

Pazzword: I

k. I Cancel

March 30, 2001 PASS Version 2.6 3



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 ACCESSING SCHEDULING

4. Enter your user ID (e.g., M11111) in the User Name field. The user ID is case-sensitive;
remember to use a capital letter when entering the user ID.

5. Tab to the Password field and enter your password. The password is also case-sensitive;
enter the password exactly as you entered it on the registration application.

Ok

6. Click on the button. The FHA Connection screen displays.

k|

= FHA Connection=

# Single Famuly FHA
# MNulti Family FHA

i oot L Mt ce

[Home] [ID Mantenance|

Comments or (uestions <Single Familbv=
Comments or Guestions = Mulii Family=

7. Click on the Multi Family FHA link. The Multifamily FHA screen displays.

. Multifamily FHA g o,

& i d
# Phvsical Assessment Subsystem

.'
Ly
.

[Heimi ] [hfaun] [ID I aintenance ]

Cominerls or (estiions = MF Adeinisiratizn=
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8. Click on the Physical Assessment Subsystem link. The Username and Password
Required window displays.

= Multi Family FHA - Metscape

File Edit Wiew Go Communicator Help
“« w 4 3 L 4 = 5 N m
Back Fomward  Reload Home Search Metzcape Efitt Security Stop
“v Bookmarks Netsite:|https:x’x’entp.hud.gow’clas!htmlx’mfmain.html j @'What's Related

Usemame and Password Required B

Enter uzername for unknown prompt at

4 MultiFamily Delinquency and I hudapps hud.gov:

4 Physical Assessment Subsyster User Name: |

Password: I

oK I Cancel

H NSOt HECH o,

Home] [Ian] [TD Wantenance

Comments or Questions <MF Adminisiration=

OF.

9. Enter your user ID in the User Name field. Enter your password and click on the
button. The Physical Inspection Main Menu displays.

Physical Inspection Main Menu
O ——

o Zchedule/View Inspections
s Dmm o o Inspector Association for Servicine WMortoaree/Scheduling
and Urllz:nﬂ'ﬂng’uutt o Aosion haster Scheduler
n s * Tnspection Eeview
Multifamily FHA
* Bulk Tpload
Menu

As a Servicing Mortgagee, there are five functions available. Each of these functions is
addressed separately in this guide, with the exception of Inspection Review. The user guide,
Inspection Review Quick Reference Guide for Servicing Mortgagees detailing this function is
available.
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Inspector Association for Servicing Mortgagee/Scheduling

Inspector Association for Servicing Mortgagee Screen

The Inspector Association for Servicing Mortgagee screen allows the Servicing Mortgagee
to select certified REAC inspectors to work for their organization. From this screen, Servicing
Mortgagees can also remove a selected inspector from their roster of inspectors.

Inspactor Associaion Faor EBMI.'lrI:I Marpagas
sty [rade 2]
FLI-\.'.--' ETE LI-\.-I-I'.L |1-l.||h'--d||.-m-q,-ll |l_;|
T 2homs oo palacians
rapeios id irapacis Murss Hores e Hawa CHy Add A
LT Lirg Chafan " Hrgar - E
R Babard Rad W Pl Chasch r IE
[T Jafliwp mam i i Radaiie r E
[k ] Furm Hallpa i Fdgn r E
) ALAM Juran i L r =
5 ] Bad Aabin i (L] r E
* == ] =iy WLd TH Limafel 4 I E
T Hnbar] Juralhan H AnFuniaavilly r |E
T urik) Wil Pl WY Leasirsiy r
BECEE Cadric: Farsiz AT Ay r E
[ B Jimel Frvaded T Haraia r E
) Bakar] Helieg By Flasgrirn r =
e T Hawn EmEk CA Buaniay r
[~ k] Bary Jabren OH Caksnkax r E
[T r i) Lyrie Jabnpon e walrirglen r
T Hpdnn Fad EG Walringian r E
[ v Chisdien MU OH T ke r m
e i) Falu S i T r [=]
[E ) Tans Wrghl wy Hmmnd r =
(= dar Hadgsc TH st r E
W Bidet Pilaia = Hdikm s r m
(8] Fory Frosn 1= dGnrke r E
%k Eimy Hagea LE] Cialar r E
% k] FLTIN FIETFT W' Pl STl r E
[ ] i H IndiEh R r E
Babwit | Faset |
Fhagicgl Inypycfipn blgin kigmy
S e Vs g s e
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Inspector Association for Servicing Mortgagee

Feature Description

Sort By: | Inspectar 14 [ This drop-down menu allows the Servicing Mortgagee to sort
the inspector list in different ways: by inspector ID, inspector

name, home state, and home city. Sorting saves time when

searching for a specific inspector.

Biav i 1 - 25 of 30 Had _These b_uttons allow Se_rvicing Mortgagees to view _

' _I information on the previous screen or next screen. In this
example, there are 25 records on the current screen. To
display the remaining 5 records click on the Next button.
Once records 26-30 are displayed, click on the Prev button
to return to records 1-25.

Salect No. of Records ta Shaw: |25 -] | Sets the number of records displayed at one time. The
system automatically displays 25 records at a time. Records
display in increments of 25, 50, 75, 100, 200 or 250 on a
screen.

Page No: |1 = The list of inspectors can be noted on more than one page.
To view another page, select a different page number from
the drop-down list.

For example, if viewing page 5 of 10 pages, and the
Servicing Mortgagee selects page 8 from the drop-down list,
page 8 displays.

I~ Show enly selected After selecting inspectors, the Servicing Mortgagee uses this
checkbox to display only those inspectors working for the
organization. If there are a total of 25 inspectors to select
from and only 2 inspectors are selected when the checkbox
is selected, then the screen redisplays with only those 2
inspectors.

When a Servicing Mortgagee wants a particular inspector to
work for their organization they click in the checkbox for that
inspector under the Add column. The system places a
checkmark in the appropriate checkbox for the selected
inspector(s). The Servicing Mortgagee selects all of their
inspectors and then submits. The selected inspectors are
then assigned to work for their organization.

OoOOog
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Inspector Association for Servicing Mortgagee

Feature Description

When a Servicing Mortgagee wants to remove a particular
inspector from their organization they click in the checkbox
for that inspector, under the Remove column. The system
places an X in the checkbox for the selected inspector(s).
The Servicing Mortgagee submits and then the selected
inspector(s) are no longer assigned to work for their
organization.

(=] (=] <] Gl &
(=]
L)
m

This button either adds or removes an inspector(s) from the
Servicing Mortgagee’s list.

This button returns all fields to the original information.

Physical Inspection Main Menu Physical Inspection Main Menu link returns the Servicing
Mortgagee to the Physical Inspection Main Menu screen
where other PASS components can be accessed.

SohedulefView Inspections The Schedule/View Inspections link takes the Servicing
Mortgagee to the Schedule/View Inspections or Portfolio
screen.

To access the Inspector Association for Servicing Mortgagee/Scheduling screen:

Click on the Inspector Association for Servicing Mortgagee/Scheduling link on the Physical
Inspection Main Menu screen.

Physical Inspection Main Menu

h

!*

I " o Schedule/View Inspections
S Do o s Tnspector Assocation for Servicing Mortzagee/Scheduling
wne LRt omsim .
and Urhan Development o Azoien Master Scheduler
s Tnspection Beview
Multifamily FHA
s Bulk Tpload

Menu
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The Inspector Association For Servicing Mortgagee screen displays.

egactan Associabion For i:T|I.=l|"'.-1-\.'|r'lg M'Il".g."lgl'r-l‘.'-
sty [roveorie 5]
1'-.1!“1 :!H?ﬁiliﬁﬂlmﬂhw:limh:“ 125 =) raga e |1 =)
T Shes whiby am e d
e i ol ) Wriguided Have Hix i Sl e Hixwun Cilp L] P v
g Ling Chuii Uk CELFTY r
OO0 Mk Baed Wk Falle Chach r E
o] dubiep Eawd up Fiasteily r
AT 140 Tem Salsn A, Faifas r E
[CidFe-.. ALGM Jersi (=]] LRI N T r E
AT 29 Aad Aebin HY el r E
1 e Harep WBiaws ™ Lessrmet by r =
ML I Aokl JSonurhan ™ Satrn s el D r E
] ol Fp Y Louirst iy r =
[Tar e Cadirk Paniz HY Aty r E
AT Jamuy Ahndan wr Brsals r =
[T =] Askasi Bodding Ky Fla itk r E
naga Ty Hamn Ewit 13 Eanjon (N
[Tt Mary Jehnaay oH Cabumbix r E
[T Lynad Sohwedan o6 il gk r E
Hydun Pud 13 [ e |
[T Chihiss aiin oH Tabsda r E
ARz Pabur Shwsad uk Visrna - =
R Greaige Wighl L Hemmuik r
en Juf Hadgea ™ Hargam r E
MR Hian Falni K Hathmli r
MEgee) Tary Duwe T Searin r =
R Ajay Hagle T Balg r
gl Fumm Mg by Aarardin r E
) it Badek i [STPEPTTTS r
St | _Foumnt |
Fivs il s atian B Wb
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To Add an Inspector(s) to the Organization’s List of Inspectors:

1.

To

Review the list of inspectors, and click on the appropriate checkbox under the Add column
for the inspector(s) to be designated to work for the organization. A black checkmark
appears in the checkbox.

In=spectar 1d Inspectaor Mame Home State Haorme City Add R mowe
MWOO519 Ling Charles WA hlclean p

Click the Submit button once all of the inspectors are selected on this screen. The screen
redisplays with a red checkmark in the box under the Add column for each inspector
selected. The selected inspectors are now assigned to work for the organization.

Remove an Inspector from the Organization’s List of Inspectors:
Review the list of inspectors, and click on the checkbox under the Remove column for the

inspector(s) you wish to remove from the organization’s list of inspectors. A black
checkmark “00” appears in the checkbox.

In=spector 1d Inspectar Name Home State Home City Remowe

Add
MOo519 Ling Charles WA hiclean E p

To

Scroll to the bottom of the screen, and click the Submit button once the inspector(s) to be
removed have been designated. The screen redisplays with a red X in the checkbox under
the Remove column for each inspector selected. Those inspectors are no longer included
on the organization’s list of inspectors.

Submit | Resetl

Display a List of Selected Inspectors to Work for the Organization:

Scroll to the middle of the screen and click on the box next to the field. [T Show only selected

March 30, 2001 PASS Version 2.6 10
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The screen redisplays showing only those inspectors selected to work for the organization.

Inspector Association For Servicing Mortgagee

Sort By: |Inspen::tu:-r|d j

Frev | wigw: q.-2of 2 MNest | Select Mo, of Records to Showe: |25 * | Page Ho: |1 -

IV Show only selected

Inspector 1d Organization Id Inspectar Name Home State Horme City Remowe
MOO519 u} Ling Charles WA clean [
MOOBES 4 0 Rabert Red WA, Falls Church [

2. Assign one or more of the inspectors the Master Scheduler responsibility, once the selected
inspectors are designated to work for the organization. By assigning this responsibility, they
are authorized to schedule inspections for themselves and to other selected inspector(s) on
behalf of the organization.

March 30, 2001 PASS Version 2.6 11
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Assign Master Scheduler

Assign Master Scheduler Query Screen

The Assign Master Scheduler query screen is used by the Servicing Mortgagee to assign an
inspector as a Master Scheduler for all or specific properties. As a Master Scheduler, this
person is responsible for scheduling inspections for those properties assigned to them.

Once a property has been assigned to a Master Scheduler, the Servicing Mortgagee can use
this screen to change the Master Scheduler of an assigned property.

The Assign Master Scheduler query screen allows Servicing Mortgagees to search for specific
inspections that:

* Need to be assigned to a Master Scheduler
» Are already assigned to a Master Scheduler

The system automatically displays under the View section, the option of View Unassigned
Inspections as being selected.

Searches can be narrowed in scope by entering specified criteria such as City, State, Zip Code,
Ideal Future Inspection Date, Inspection Numbers, FHA Number, and Property IDs.

Assign Master Scheduler

¥ M) Sower
Whew
= Yow Unagogresd

 irw Ay ile t
i irw Asagned Iespections

Selection Crlisria

Fropemy

Ciry: |

e |[Saoks d

T, Bl misi e - -
Tp Code [

ldeal Fones lpapectian Domne:

By [ 10ro0id (B8] P Bred. [0 2l bl JLAM 7
Iueperitan X rnbe: From | Te: |
FHA, Mumbet [ e
Praperty 11 From [ M
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Assign Master Scheduler

Feature Description

' Yiew Unassigzned Inspections This radio button displays all inspections that have not
been assigned to a Master Scheduler. This view option is
used when the Servicing Mortgagee wants to assign a
Master Scheduler.

" View Assizned Inspections This radio button displays a_tll inspecti(_)ns _that are assigned
to a Master Scheduler. This view option is used when the
Servicing Mortgagee wants to reassign a property to
another Master Scheduler.

| Select Master Scheduler The Select Mas_ter Sche_duler link pror_npts a pop-up
window. The window displays all the inspectors selected

by the Servicing Mortgagee to work for the organization.

Clicking on a specific Inspector 1D link on the pop-up
window closes the window and places the inspector ID in
the field next to Select Master Scheduler.

Button initiates the action to locate inspection information
based on information entered for the query.

Button returns all fields to the original information.

Physical Inspection hain Menu Physical Inspection Main Menu link returns the Servicing
Mortgagee to the Physical Inspection Main Menu screen
where other PASS components can be accessed.

To access the Assign Master Scheduler screen:

Click on the Assign Master Scheduler link on the Physical Inspection Main Menu screen.

Physical Inspection Main Menu

*1'

ﬁ!*

o Schedule/View Inspections
S Do o s Tnspector Assocation for Servicing Mortzagee/Scheduling
wne LRt omsim .
and Urhan Development o Azoien Master Scheduler
s Tnspection Beview
Multifamily FHA
s Bulk Tpload

Menu
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The Assign Master Scheduler query screen displays.

Assign Master Scheduler

Fllecwas arflpr your sekschon crens and click the "Submil™ Button 1o relneve Ik gropedies far
wivch a Wasier Scheduler is 10 be assigned

View

= e U:I'I.Isﬁwbd ™ e .Fi::i.i:n.ﬂ:l ]n!-]:!rﬁﬂﬂ!:

Inspections
| Select Master Schedulr
Selection Crteria
Property:
ﬂrj': I
e
State: |Alaska
Alabama B 5t s TR b it el o
Tip Code: |_
Ideal Future Inspection D ate:

Begn [ror 182000 Bil] & Eng [10r 1872000 [ &7
Ingpection Namber: Frem |7 Ta Ii
FHA Sumber: |7 o Dashes]
Froperty ID: Froan [— T I—

Submit | Resel |

Freaical Inspechion blae Bl

Query Fields

The query fields in the Selection Criteria section are optional. To execute a search, Servicing
Mortgagees enter data in all, some, or leave the fields blank to generate a search for
inspections.

» The City field allows Servicing Mortgagees to search for inspections by a particular city.

* The State field allows Servicing Mortgagees to search for inspections by states and
territories.

NOTE: To select more than one state or territory, hold down the CTRL key while selecting
the states.

» The Zip Code field allows Servicing Mortgagees to search for inspections by zip code.
» The Ideal Future Inspection Date allows Servicing Mortgagees to search for inspections

within a range of dates selecting the Begin and End dates of the time frame, and clicking on
the calendar icon.

March 30, 2001 PASS Version 2.6 14
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To use the calendar box:

) ﬁi’ _ _ ¥ Calendar - Netscape
1. Click on the calendar icon to view the current
month in the calendar box. The current date is Toda
highlighted. iy
5] <|foct ][00 =] 3] =]
2. Select a date by:
e Click on a date (e.g., 17) to select a date in the T W
current month. 1 il
11
* To move backward or forward by year, click 12
once on the symbols (I< or >I) per year. 25

« To move backward or forward by month, click
once on the symbols (< or >) per month.

» Servicing Mortgagees can also use the drop-down arrows to select the month and
year from the Month and Year menus. The calendar changes once the month and
year are selected, then the Servicing Mortgagees click on a specific date within the
month.

The calendar box closes once a date is selected, or click on the Close control X icon to close
the window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.

If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered.

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

* The Inspection Number field allows the Servicing Mortgagee to search for inspections by a
specific inspection number or a range of inspection numbers

NOTE: If the inspection number is only entered in the From field, the query results will list
all inspection numbers equal to or greater than the inspection number entered.

If the inspection number is only entered in the To field, the query results will list all
inspection numbers equal to or less than the inspection number entered.

To generate a search for one inspection number, enter the inspection number in the
To and From fields.

 The FHA Number field allows the Servicing Mortgagee to search for inspections by a
specific FHA number.
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» The Property ID field allows Servicing Mortgagees to search for inspections by a specific
property ID or for a range of property IDs by entering the property ID number(s).

NOTE: If the Property ID number is only entered in the From field, the query results will list
all property ID numbers equal to or greater than the property ID humber entered.

If the Property ID number is only entered in the To field, the query results will list all
property ID numbers equal to or less than the property ID number entered.

To generate a search for one property, enter the property ID number in the To and
From fields.
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Assign Master Scheduler (Unassigned/Assigned Inspections)

Once the Assign Master Scheduler query screen is updated and submitted, the Assign
Master Scheduler (Unassigned or Assigned Inspections) screen displays which contains
basic information on the inspections, and the Servicing Mortgagee can assign a Master
Scheduler to one or more of the inspections.

Once the Master Scheduler is assigned to an inspection, they are responsible for scheduling the
inspection.

Assign Master Scheduler
Umassigned Inspections
a3 Eecord(s) Found

SEARCH CRITERIA- LTS

You can aither arder the Master Scheduler |d into each eniry field in tha grid, in tha following antry box and check sl racords
o the grid that you want to put this 100 in, or youw can simply enter tha Baster Schedules 1D in the following entry bos and
check and chek ® Apply A7

Selget hastier S b dhuler I Agply Al |
Fraw I""‘""' 1.5 | M I:p-.-l Yo, of Becords bo Fnaw |2= ;l Page Mo |1 _d

Fdaster

FHA Ho Froperiy 0 Property Rame Oty Shalw ::F' m Iml:l ﬁ::_m] ;T::":_ mﬁbﬂhm
M Eovg74s aatdd Laks Vigw WA v Ll I 032972000 &7a* 032852003
™ 2%%723]  B000M5632 Fair Homes Weshinglon DC 2009 I 04f1732000  91c* DT003
[ EAI73IET BOOOESGSS Shoykne Bl ean HY 2000 I 102171999 19c® 102152000
M e OOTERET Charles Smoth Falls Chosch NY 2000 | 02171999 &F7a 101402000
™ oEsras: m:‘:‘jmm Louiswille  KY 2010 [ 12195 The* 10/21/2000

Submil ﬂﬂﬂl

i i 1

Eligisdl Indpastian Maih Many

NOTE: Use the scroll bar to view all the columns, if necessary.
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Assign Master Scheduler

Feature

Description

Select Master Scheduler I

Enter the Inspector’s ID number in the blank field. If the
inspection ID is not known click on the Select Master
Scheduler link. This link prompts a pop-up window that
displays all the inspectors selected by the Servicing
Mortgagee to work for the organization.

Clicking on a specific Inspector 1D link on the pop-up window
closes the window and places the inspector ID in the field
next to Select Master Scheduler.

[ apply A |

Once an Inspector ID number appears in the Select Master
Scheduler field, click the Apply All button and all the
inspections have the Master Scheduler’s ID field updated
with that inspector’s ID number.

Frev | wigw: 1-25cof 30 Mesxt |

These buttons allow Servicing Mortgagees to view
information on the previous screen or next screen. In this
example, there are 25 records on the current screen. To
display the remaining 5 records click on the Next button.
Once records 26-30 display, click on the Prev button to
return to records 1-25.

Select No. of Records to Show: I25 hd I

Sets the number of records displayed at one time. The
system automatically displays 25 records at a time. Records
display in increments of 25, 50, 75, 100, 200 or 250 on a
screen.

Fage ND:|1 "’I

The list of unassigned or assigned inspections can be listed
on more than one page. To view another page, select a
different page number from the drop-down list.

For example, if viewing page 5 of 10, and the Servicing
Mortgagee selects page 8 from the drop-down list, page 8
displays.

-

When a checkbox is selected, the Inspector ID located in the
Select Master Scheduler field automatically updates the
Master Scheduler ID field for the row selected.

FHA No and Property ID links

Both links allow the Servicing Mortgagee to view or update
the Property Information screen for a particular property.

Master
Scheduler
10

The ID number of the inspector assigned as the Master
Scheduler. The field can be updated by the system using
the checkbox or the Apply All button, or by manually entering
the inspector ID number of the Master Scheduler.

March 30, 2001
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Assign Master Scheduler

Feature Description
Button either assigns or reassigns a Master Scheduler to a
property.
This button returns all fields to the original information.
Assian Master Seheduler Assign Master Scheduler link returns the Servicing

Mortgagee to the Assign Master Scheduler query screen.

Fhysical Inspection Main Meny The Physical Inspection Main Menu link returns the
Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be
accessed.

To assign a Master Scheduler to an inspection:

1. Enter the Inspector ID number (if known) in  =2lect Master Scheduler I Apply Al
the blank field. A

OR

Click on the Select Master Scheduler link if the Inspector ID number is not available. The
Inspector List displays with a list of selected inspectors.

|I'IE-|:|-E'|:'_|:F Lisk Lol S |Ir-'r ol 1d ;I

Faw Aewr -3 of 7 Hek |'.. s Ho. of Esoorde Bo Shicner I_'b- -Ir-.,-_.. He= | -I

nipecior & nipecior Fama Homa SRl Harma City
HIOS1R Ling Chares iy ol s
B Rchad Mad W Fallz CRush
Inspector 1d
2. Click on an Inspector ID link (e.g., MO0519) . The Inspector List closes

and the Inspector ID number displays in the field next to the Apply All button.

3. Click on the checkbox next to the FHA Number column. The Master Scheduler ID field is
updated with the Inspector ID (next page).
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Salect Master Schadyler IHUU51? Agphy All |

Fay I«"c--- 1.5 5 | NEst |‘Ec|:-cl'-l:-n:l='-:~;-:-':l:-lch E-'\-.'----l?-'- 'lh.'-cll:- |' *I

eh 3 S

fesp. rape Lask (Rideased] Prioe ke FUBrE b
FHA Hao Fropsriy B0 Propaerty Rame Oty Shale Fio Datw :ﬂ'ﬂ.llf Inep Dase [ .

| SR Lake Wiew Veerma ¥a 22103 | 02902000 &7a*™ 032852003
T 3s567221 EDOCMSE32 Fair Homes Washington, DC 2009 [ /T T2000  91e™ 04772003
Fooesitaey  s0idddd Skopkme BdcLean MY 20 [ 10 L2195 Te™ 10212000
M 744 BIOTEIST Chedes Smoth  Falls Chach MY 2002 |l-":"-'r5 i 21195 &Ta™ 10014720010
[T OE3753Es  EOEDG0E] E;u:tprr-nls Lowisville  EKY 2010 [ 1021 955 Foag® 100212000

NOTE: If you want to assign all properties to one Master Scheduler, click on the Apply All
button and the Master Scheduler ID field for each inspection is updated with the
Inspector ID number of the Master Scheduler.

4. Click on the Submit button. The screen redisplays and the assigned properties no longer
appear on this screen. The assigned properties how appear on the screen for Assigned
Inspections.

To change a Master Scheduler of an inspection:

1. Enter the Inspector ID number (if known) in
the blank field.

OR

Select Master Scheduler I ? Apply All |

Click on the Select Master Scheduler link if the Inspector ID is not available. The Inspector

List displays with a list of selected inspectors.

Inspector List

[

Sort By I Inzpectar [d

Frew | wigws: 1.2 of 2 Hext | Select No. of Records to Sh-:uw:|25 *I Page Mo I1 "I

Inspector 1d Inspectar MHame Home State Horme City
MO0S19 Ling Charle= WA hcLean
h00S34 Robert Red W Fallz Church
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2. Click on an Inspector ID link (e.g., M0O0519) on the Inspector List. The Inspector List
closes and the Inspector ID number displays in the field next to the Apply All button.

3. Click on the checkbox next to the FHA Number column of the inspection to update the
Master Scheduler field. The Master Scheduler ID field is updated with the new Inspector ID
number.

NOTE: If the Servicing Mortgagee wants to reassign all their inspections to one Master
Scheduler, click on the Apply All button and the Master Scheduler ID field for each
inspection is updated with the Inspector ID number of the Master Scheduler.

4. Click on the Submit button. The screen redisplays and the inspections are reassigned.

If all of the inspections are not assigned to a Master Scheduler, the Servicing Mortgagee can
schedule those inspections. Any inspection scheduled by the Master Scheduler can also be
viewed and updated by the Servicing Mortgagee.

To View Property Information, Inspection Summary Reports or Investor Reports from the
Assign Master Scheduler (Assigned/Unassigned Inspections) Screen:

Click on the FHA No or Property ID link on the Assign Master Scheduler screen to review and
update the Property Information screen, or to view prior Inspection Summary Reports and
Investor Reports. The SKYLINE (800066666) property is shown below.

Skyline
Property Information
Frapssty hiomiston Brior ing peclion Cats

FPropeery 101 HHTH FH Momiber  THASTEES
Lieigie-reian s 000D Pudding Cese [0
Property Mane ['..'.'.IIII:
Froperty Addrass:
Siresi: [ra52 BEyliee BT HW

|
Liry [Rotesa ™ Swann v @ [focee. feecos

Thene; m r_ Far Im
Fmul: I—

Marageseil Agenn Lifemation
Crganiaadons  [STEVEN HaHAGIRLUT COHFARY, [N
Nrresi: I
I
Tl |r-.--.r--: 1Le Stmbw: F I |:u-'-:-1 I |'.-1: |
Fhene: (A} AIRETET I-I-\.. Fasx I
TR |.l:.l'.l.l...-h.ﬁ,ﬂ-l..r|:nl-. La. coda
LUipsisis Frfils Heasi
Fyaza Dnpoctios M Meee
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Servicing Mortgagees can edit all fields on this screen to update the property
information.

a. Click in the appropriate field and enter new or revised data.

Update Praofile

b. Click onthe button to save the property information in the
database. A message screen displays confirming the update.

Update Profile

The Profle update was successful

Back o E=arch Pags
Phyaical Inspecion bMan Meoa

c. Click on the Back to Search Page link to return the Schedule/View Inspections or
Portfolio screen or click on the Physical Inspection Main Menu link to return to the
Physical Inspection Main Menu screen.

Servicing Mortgagees can access prior Inspection Summary Reports or Investor Reports
from the Property Information screen.

a. Click on the Prior Inspection Data link located at the top of the Property Information

screen.
Skyline
Property Information

Property Information Prior Inspection Data
Property ID: 800066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: |0
Property Name: |SKYLINE
Property Address:
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The Prior Inspection Information screen displays.

SKYLINE

(FHA NQO: 08437383 Property ID: 800066666)

Prior Inspection Information
Property Information Priar Inspection Data

Inspection Investor

Insp. No. Insp. Date  Insp. ID Insp. Name Score Report Report
1536 02/14/2000  MEE342  Murthy Krishna 71h Miew Miew
Report Report
1202 090171999 MOOOO2  Steven Marting 74b iew Yiew
Fepart REeport

Fhysical Inspection Main Ienu

b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. (See Appendix A for an example of an
Inspection Summary Report)

OR

c. Click on the View Report link of the property to be reviewed, and the Investors
Report displays in a PDF format. (See Appendix B for an example of the Investor
Report)

March 30, 2001 PASS Version 2.6
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To close the PDF:

Click File on the Menu bar and select Exit to close the PDF and return to the Prior
Inspection Information screen.

Acrobat Reader - [WYHRJMA9. pdf]
R Edit Yiew Toolz ‘wWindow Help

Open... Chrl+0

Cloze Chrl+f
Document |nfo r
Frint.... Clrl+F

Frint Setup... Clrl+5 hift+F
Freferences »

1 ChwfMDOWwWSATEMPAVWHRIME 9. pdf
2 ChwMDOWSAT EMPAWOHPY AU 8. pf
3 CAWINDOWSNT EMPSYOGI 30H 00, pdf
4 G IND O SATEMPAYOT DR EPP. pof

Possible
Pari s

Afea H&s
Polnta  Deuction

d. Click on the Property Information link to return to the Property Information screen,
or click on the Physical Inspection Main Menu link return to Physical Inspection
Main Menu screen and continue working.
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Schedule/View Inspections or Portfolio

Schedule/View Inspections or Portfolio Query Screen

The Schedule/View Inspections or Portfolio query screen allows Servicing Mortgagees to
search for specific inspection assignments. Servicing Mortgagees can request to update
inspection schedules, view inspection reports and the portfolio (property listing) or create text
reports using this screen. Searches can be narrowed by entering specified criteria such as City,
State, Zip Code, Inspection Schedule Date Range, Scoring Range, Master Scheduler ID,
Inspector ID, Ideal Future Inspection Date, Inspection Number(s), Property ID(s), FHA Number
and Uninspectable Code.

Schedule/ View Inspections or Portlolio

Futst tiam
% Sehedule Inspeeiisn © View Wik Page Repari. | Creade Texi Repari
Wi
= Yiew Al bnspeor thons ™ iew Unscheduled Inspecsians © View Scheduled buspecions
" View Parthalia Selectisn Crieria
Splection Criteria
Praperiy:

iy |
Stae: | H
Tip Cede: [
Inspectinm Sehedule Daie Range:
T I -~ Fo Y I -
Sraring Fangs: From I_ To |_ Last Rslsezed Inspertion)

Mazier Scheduler [D: | Baloel Mazhar S hi ik
Enspec fur [D: I_ Spbe] InEaDes o
Meal Funire Duaie

Bege [ 20 LPmaa| 000 LS
Lrespeet o Mursbeer: Froen [ o
Property ll From [ o
FHA Nasibers | HoDutes

lininspeciable Code ; Inspaciabbdi )
Reparted UnnspectabislRUy =]

Subme Fesat |

Frerzic el Ingpesctiom B san Bsmu
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Schedule/View Inspections or Portfolio

Feature Description

# Schedule Inspection This function allows the Servicing Mortgagee to
schedule or reschedule inspections.

c This function allows the Servicing Mortgagee to view
oy
BT D ST LTS Inspection Schedule Reports for scheduled
inspections, unscheduled inspections, or both
scheduled and unscheduled inspections.

This function allows Servicing Mortgagees to download
and update a large volume of data (e.g., inspection
schedule, inspection property and inspection participant
information) using other applications, such as Microsoft
Word. After the data is sent to REAC via the Bulk
Upload Process.

# Create Text Report

. ) This view option allows the Servicing Mortgagee to view
@ View All Inspections both scheduled and unscheduled inspections.
= View Unscheduled This view option allows the Servicing Mortgagee to view
Inspections unscheduled inspections.

& View Scheduled This view o_ption aI_Iows the Servicing Mortgagee to view
scheduled inspections.

Inspections

& View Portfolio Selection Criteria| | THIS button prompts the Portfolio query screen.

The Select Master Scheduler link prompts a pop-up
window. The window displays all the inspectors
selected by the Servicing Mortgagee to work for the
organization.

Select Master Schedular

Selecting a specific Inspector ID link on the pop-up
window closes the window and places the inspector ID
in the Master Scheduler ID field.

Select Inspector The Select Inspector link prompts a pop-up window.
The window displays all the inspectors selected by
Servicing Mortgagee to work for the organization.

Selecting a specific Inspector ID link on the pop-up
window closes the window and places the inspector ID
in the Inspector ID field.

This button initiates the action to locate schedule

information based on information entered for the query.

Reset This button returns all fields to the original information.
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Schedule/View Inspections or Portfolio

Feature Description

Physical Inspection Main Menu Physical Inspection Main Menu link returns the
Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be
accessed.

To access the Schedule/View Inspections or Portfolio query screen:

Click Schedule/View Inspections link on the Physical Inspection Main Menu screen.

Physical Inspection Main Menu
L

N

I!*

I " o Schedule/View Inspections
S Do o s Tnspector Assocation for Servicing Mortzagee/Scheduling
wne LRt omsim .
and Urhan Development o Azoien Master Scheduler
s Tnspection Beview
Multifamily FHA
s Bulk Tpload

Menu

The Schedule/View Inspections or Portfolio query screen displays. (next page)
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Schedule View Inspections or Portlolio

Fuse tiom
= Schedule lnspeciion  © View Wb Page Repari | Creade Texi Repar
View
= Yhew Al buspe tons ™ View Unseheduled Inspections © View Seheduled buspeeions
™ View Fortialia Selection Crieria
Selection Criteria
Praperiy:

i [
State: | [
Tip Cade: [
[nspectinm Sehedule Date Range:
Bgn: [ E@ea] 000 ES
Sraring Fanze: From I_ To |_ Last Fslsesed Inspection)

Mazier Scheduler [D: | Salpil Mathar S hii ik
Inspecinr [D: I_ Sabec] InEDesios
Meal Fubire Duaie

Begrs [ 2 LPEea| 20 RS
Irespectn Murber: From [ o
Property il From [ o
FILA Bumibers [ HoDehes

lininspeciable Cude ; Ini s petiabdsd )
Reparted UnnspactabielRUy =]

Submi Resat |

Frrrzic el Ingpection Bl sen b =pu

Query Fields

The query fields in the Function and View sections of the Schedule/View Inspection or
Portfolio query screen are required. Servicing Mortgagees must select one option in each
section. The system automatically displays as the default, Schedule Inspection in the Function
section and View All Inspections in the View section of the screen.

All of the query fields in the Selection Criteria section are optional. To execute a search
Servicing Mortgagees can complete all, some, or leave the fields blank. The more information
provided in the query search reduces the number of unnecessary results. For example, if 100
inspections need to be scheduled, and specific information is not specified about those
inspections, the Inspections Schedule Report displays all 100 inspections once submitted.
However, if a Servicing Mortgagee only wants to view inspections for the state of Virginia, then
select Virginia in the State field and the Inspections Schedule Report displays only those
inspections in Virginia.
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* The Function section determines what Servicing Mortgagees can do with the inspection
information by clicking on one of the appropriate radio buttons. Servicing Mortgagees have
three options:

— Schedule Inspection allows Servicing Mortgagees to enter or modify schedule
information on the Inspections Schedule Report.

— View Web Screen Report allows Servicing Mortgagees to view or print the Inspections
Schedule Report.

— Create Text Report allows Servicing Mortgagees to download inspection schedule,
inspection property, inspection participant and participant role reference information to
update and revise on their own computer using Microsoft Word.

» The View section allows Servicing Mortgagees to search for scheduled, unscheduled, or all
inspections (scheduled and unscheduled) by clicking on the appropriate radio button. In

addition Servicing Mortgagees can view property portfolio information by clicking on the view

option; View Portfolio Selection Criteria.
» The City field allows Servicing Mortgagees to search for inspections by a particular city.

* The State field allows Servicing Mortgagees to search for

inspections by states and territories.

a8 Cw =
= T
FLINT
. H []
NOTE: To select more than one state or territory, hold down the iy
CTRL key while selecting the states. g
|dule Ineparction.  Trekais
| Kasinehy
i AL L btk '-::I:h:ll B
Ml nrpiarad
Maire
Wchigs
[ R ]
) g0
g : .,I.. e
"y aniave
Chy {arth Lsrodr b
E{ETTS
Zip Crde: I

» The Zip Code field allows Servicing Mortgagees to search for inspections by zip code.

 The Inspection Schedule Date Range allows the Servicing Mortgagee to perform a search
on inspection schedules within a range of dates, selecting the Begin and End dates of the
172

time frame by clicking on the calendar icon.

[ |

-
L

| EW
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To use the calendar box:

132
1. Click on the calendar LLI icon to view the current month in the calendar box. The current
date is highlighted.

2. Select a date by:

e Click on adate (e.g., 20) to select a date in the

current month. ﬂﬂloct | f2000 =] jﬂ

« To move backward or forward by year, click
once on the symbols (I< or >I) per year. S M T W T F 5

2

a

* To move backward or forward by month, click 2 m 11 12 13 14
once on the symbols (< or >) per month. 15 16 17 12 19 =20 1
o 2033 o 5 W™ 7 28

» Servicing Mortgagees can also use the drop- 0 e

down arrows to select the month and year from
the Month and Year menus. The calendar

changes once the month and year are selected,
then the Servicing Mortgagees click on a specific date within the month.

The calendar box closes once a date is selected, or click on the Close control X icon to
close the window.

NOTE: If a date is only entered in the Begin field, the query results will list all inspection
schedule date ranges equal to or greater than the inspection schedule date
entered.

If a date is only entered in the End field, the query results will list all inspection
schedule date ranges equal to or less than the inspection schedule date
entered.

To generate a search for one inspection schedule date range, enter the same
date in the Begin and End fields.

* The Scoring Range field allows Servicing Mortgagees to search for inspections by score(s)
of the last released inspection.

NOTE: If a score is only entered in the From field, the query results will list all scores equal
to or greater than the score entered.

If a score is only entered in the To field, the query results will list all scores equal to
or less than the score entered.

To generate a search for one score, enter the same score in the From and To fields.

March 30, 2001 PASS Version 2.6 30



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 SCHEDULING/VIEW INSPECTIONS

» The Master Scheduler ID field allows Servicing Mortgagees to search for inspections by
using the Master Scheduler’s ID number. Enter the Inspector ID number in the Master
Scheduler ID field. Servicing Mortgagees can also click on the Select Master Scheduler link
to view a list of all Inspector ID numbers that have been selected to work for the
organization. Click on the Inspector ID link to select a Master Scheduler Inspector. The
Schedule/View Inspections or Portfolio screen redisplays once an Inspector ID is
selected from the Inspector List.

Inspector List Sort By: | Inspestor Id =]

Frew | wigws: 1.2 of 2 Hext | Select No. of Records to Sh-:uw:|25 *I Page Mo I1 "I

Inspector 1d Inspectar MHame Home State Horme City
MO0S19 Ling Charle= WA hcLean
h00S34 Robert Red W Fallz Church

NOTE: The Inspector List contains the Inspector ID numbers of both, Master Schedulers
and Independent Inspectors selected to work for the organization. There is no

special listing that displays only Master Scheduler ID or Independent Inspector ID
numbers.

» The Inspector ID field allows Servicing Mortgagees to search for inspections by the
Inspector ’s ID number. Enter the Inspector ID number in the Inspector ID field. Servicing
Mortgagees can also click on the Select Inspector link to view a list of all Inspector ID
numbers that have been selected to work for the organization. Click on the Inspector ID link
to select an Inspector ID, or leave this field blank. The Schedule/View Inspections or
Portfolio screen displays once an Inspector ID is selected from the Inspector List.

Inspactor List Sort By; [ Irisetes b =]
P e A 1 -2 of 7 | M |'F-""||" ol Bascorde fo Shovw |EE "|I--_-|l- IS | '|'|

InEpschor id InEpscior Hmme Haome Sinis Hoimas: Dy

rd 1 Ling Chaflad W PlcLaan

eSS Fabed Aad 1 Falli Churnch

NOTE: The Inspector List contains the Inspector ID numbers of both, Master Schedulers
and Independent Inspectors selected to work for the organization. There is no

special listing that displays only Master Scheduler ID or Independent Inspector ID
numbers.

» The Ideal Future Inspection Date allows Servicing Mortgagees to search for inspection
schedules with the ideal future inspection date, selecting the Begin and End dates of the
172

time frame by clicking on the calendar icon.

March 30, 2001 PASS Version 2.6 31



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 SCHEDULING/VIEW INSPECTIONS

To use the calendar box:

1. Click on the calendar icon to view the current
month in the calendar box. The current date is
highlighted.

2. Select a date by:

» Click on a date (e.g., 20) to select a date in the

5 M W T F 5
current month.

1 2z 3 4 3 fi 7

g 9 10 11 12 13 14

» To move backward or forward by year, click
once on the symbols (I< or >I) per year. 15

e To move backward or forward by month, click 70 3 3
once on the symbols (< or >) per month.

* Servicing Mortgagees can also use the drop-
down arrows to select the month and year from the Month and Year menus. The
calendar changes once the month and year are selected, then the Servicing Mortgagees
click on a specific date within the month.

The calendar box closes once a date is selected, or click on the Close control X icon to close
the window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.

If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered.

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

» The Inspection Number field allows Servicing Mortgagees to search for a specific
inspection or for a range of inspections.

NOTE: If the inspection number is only entered in the From field, the query results will list
all inspection numbers equal to or greater than the inspection number entered.

If the inspection number is only entered in the To field, the query results will list all
inspection numbers equal to or less than the inspection number entered.

To generate a search for one inspection number, enter the inspection number in the
To and From fields.

» The Property ID field allows Servicing Mortgagees to search for inspections by a specific
property ID or for a range of property IDs.
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NOTE: If the Property ID number is only entered in the From field, the query results will list
all property ID numbers equal to or greater than the property ID number entered.

If the Property ID number is only entered in the To field, the query results will list all
property ID numbers equal to or less than the property ID number entered.

To generate a search for one property ID number, enter the property ID number in
the To and From fields.

« The FHA Number field allows Servicing Mortgagees to search for inspections by a specific
FHA number.

* The Uninspectable Code field allows the Servicing Mortgagee to search for inspections by
an uninspectable code selected from the drop-down menu.

IN Property is inspectable (default)
RU  Property is being reported as uninspectable (inspection can still be scheduled)

The following codes™ are only assigned by HUD:

VI Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can still be scheduled)

VU Property has been verified as uninspectable (inspection cannot be scheduled).
Inspections with the VU code cannot be downloaded to a Data Collection Device
(DCD).

Subnit

Once the Function, View, and Selection Criteria sections are selected, click on the
button, and one of the following screens or options displays:

— Inspections Schedule Report (to schedule/reschedule inspections) via the Schedule
Inspection function

— Inspections Schedule Report (to view scheduled/unscheduled inspections) via the
View Web Screen Report function

— Text Reports via the Create Text Report function

— View Portfolio query screen via the View Portfolio Selection Criteria view option
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Inspections Schedule Report Screen

Once the Schedule/View Inspections or Portfolio query screen is updated and submitted, the
Inspections Schedule Report displays which contains basic information on scheduled,
unscheduled or both scheduled and unscheduled inspections based on specified criteria. The
Servicing Mortgagee schedules or reschedules inspections to any inspector working for that
organization.

Those inspectors working for the organization can view properties to which they have been
assigned, and can modify their inspection schedules. To ensure the integrity of the data, any
modifications to the inspection schedule or property information should be made prior to the
download of the inspection.

Inspections Schedule Report
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Back is Seasch Page

Phyxiral Insgection flain Menu

NOTE: Use the scroll bar to view all the columns, if necessary.
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Inspections Schedule Report

Feature

Description

oelect Inspectar I

Enter the Inspector’s ID number in the blank field. If the
Inspector ID number is not known, click on the Select
Inspector link. This prompts a pop-up window that displays
all the inspectors selected by Servicing Mortgagee to work
for the organization.

Selecting a specific Inspector ID link on the pop-up window,
closes the window and places the inspector ID in the field
next to Select Inspector.

Frev |wigw: 1 - 25 of 30 Hest |

These buttons allow Servicing Mortgagees to view
information on the previous screen or next screen. In this
example, there are 25 records on the current screen. To
display the remaining 5 records click on the Next button.
Once records 26-30 are displayed, click on the Prev button
to return to records 1-25.

Select No. of Records to Show: I25 hd I

Sets the number of records displayed at one time. The
system automatically displays 25 records at a time. Records
display in increments of 25, 50, 75, 100, 200 or 250 on a
screen.

Fage ND:|1 "’I

The list of scheduled or unscheduled inspections can be
listed on more than one page. To view another page, select
a different page number from the drop-down list

For example, if viewing 5 of 10 pages and the Servicing
Mortgagee selects page 8 from the drop-down list, page 8
displays.

Apply All |

Once an Inspector ID number appears in the Select
Inspector field, click on the Apply All button and all
inspections have the Inspector ID field updated with that
inspector’s ID number.

Search Page

This button returns the Servicing Mortgagee to the
Schedule/View Inspections or Portfolio query screen.

-

When a checkbox is selected, the Inspector Number 1D
located in the Select Inspector field automatically updates
the Insp. ID field for the row selected.

FHA No and Property ID links

Both links allow the Servicing Mortgagee to view or update
the Property Information screen for a particular property.
From the screen, Servicing Mortgagees can access prior
Inspection Summary Reports or Investor Reports.
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Inspections Schedule Report

Feature Description
Enter the date of the inspection using this format:
Insp. MM/DD/YYYY (e.g., 02/23/2001).
Date
Laeal Timn Inspections are scheduled based on the local time between
the hours of 7 AM and 3 PM in half-hour increments.
Enter the ID number of the inspector scheduled to conduct
the inspection in this field.
Inspecton
D The field can be updated by the system using the checkbox,
Apply All ) )
button, or by manually entering the inspector ID
number.
Uninsp. Provides the applicable code of an inspection if a property is
Caode determined to be uninspectable. The code is changed from
IN to RU. A pop-up window displays and the Servicing
Mortgagee updates the fields with the information that was
provided rendering the property uninspectable. The codes
are:
IN  Property is inspectable (default)
RU Property is being reported as uninspectable
VI Property has been verified by HUD as inspectable and
is being referred back for inspection
VU Property has been verified as uninspectable
Update Button schedules or reschedules the inspection based on
the information entered.
This button returns all fields to the original information.
Bark to Search Page This link returns the Servicing Mortgagee to the
Schedule/View Inspections or Portfolio query screen.
Fhysical Inspection Main Menu The Physical Inspection Main Menu link returns the
Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be
accessed.
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To schedule or reschedule an inspection schedule:

1. Click on the ¥ Schedule Inspection radio button in the Function section to view the
Schedule/View Inspections or Portfolio query screen.

2. Click on a view option in the View section of the

Srkrdule Viesr lapemiain of Fomisle

screen.
[T
In this example, View All Inspections is selected. — m— —
3. Enter the search criteria in the appropriate fields, or — e
. i |
leave these fields blank. N —
meosss [
Subrmit T e e
4. Click on the button. The Inspections e T i
Schedule Report displays. S— .':""'T"'."."“'
NOTE: The complete table may not display on the N
screen. Use the scroll bars in the table to N T e A
view all columns and rows. F——

i bt bl it

Inspections Schedule Report
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The Inspection Schedule Report shows basic information for all inspections that match the
specified search criteria.

* When the Servicing Mortgagee schedules an inspection the following three fields
must be updated:

O Insp. Date (Inspection Date) - correct format for the Insp. Date field is MM/DD/YYYY
[0 Local Time - time of the inspection from 7 AM — 3 PM in half-hour increments

O Inspector ID - Inspector ID number

Lipdate

5. Click on the button. The Inspection Scheduling Results screen displays
confirming that the update is accepted.

Inspection Scheduling Results

1 rows hawe besn successtully changed

Hack to Inspections Schedule Report
Eark to Search Page

Phesleal Tnspectomn Makn M enn

NOTE: If an inspector is scheduled for more than two inspections on the same date, a
warning message is displayed to inform the Servicing Mortgagee of the
scheduling conflict. However the database is still updated with the scheduled
inspection. The following is an example of this message:

www?_hud_gov - [JavaScript Application] E

& Inzpectaril 1111 haz 3 inspection: scheduled on 060242007,

The Uninspectable Property Details screen must be updated if it is determined that the
property is uninspectable.
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1. Click on the IN code link in the Uninsp Code column.

Inspections Schedule Report
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To pchsduls anmgpacien, seiar the lmapacicrs 1L, Insgscacn Db sndths Lace Tows

F i D il e el Wl e ) i Sy ] i e i, e O Sy el el Sl Al reDiedS B el g [
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The Uninspectable Property Details screen displays.

Uninspeciable Properiy Details

Imspection Mo 2000 Property Il S000&6E6E
Praperty Name: Skyloe

Uninspectatle Code: [ =]

Heporter Information

Firar [N ame: |

Last Namp: |

Telepbnme Nusnher: I_ I_ I_

Exmaply 14251007
Telephone Extension: I
Tininspeciahle Beasan Information

Updata | Resat | cwse |

2. Update all of the fields (telephone extension is optional).
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3. Click on the Update button. The Inspections Schedule Report redisplays with the Uninsp
Code field updated to RU.

To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the FHA No or Property ID link on the Inspections Schedule Report to review and
update the Property Information screen, or to view prior Inspection Summary Reports or
Investor Reports. The SKYLINE (800066666) property is shown below.

Skyline
Property Information
Froperty Information Prior inspection Data

Propserty LL; HINEEEGD FHA Namber; OH437353
Imspection He: 2000 Building Count: |7
Property Name: [=xvLie
Property MAddress;
Sreet [t5=22 Bkyline 3T HW

|
iy [ExLean Srate: v g [eoenz. fooon
Thope: 2oz roeas| Fax: 207 T0B4PIE
Bl |
Flanagement Agent Infsrmation;
Kame: [ [
{hrganizstinn: |::L'-.'|-.'r| EANAGEEERT CORPANY, INC.
Srent: |

|
Ciry: [Bizeiovi Lie Srate: [HD Fp:  [eosoa - [oaze
Phome: [(Tonyaasema? e [asr Fae [
Email: [srevenmansgenestAecois. con

Update Prafle | Rasat |
Fiamcal Inspecton B an B er

Servicing Mortgagees can edit all fields on this screen to update the property
information.

a. Click in the appropriate field and enter new or revised data.

pdate Frofile

b. Click on the button to save the property information in the
database. A message displays confirming the update.
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c. Click on the Back to Search Page link to return the Schedule/View Inspections or
Portfolio screen or click on the Physical Inspection Main Menu link to return to the
Physical Inspection Main Menu screen.

Servicing Mortgagees can access prior Inspection Summary Reports or Investor Reports
from the Property Information screen.

a. Click on the Prior Inspection Data link located at the top of the Property Information

screen.
Skyline
Property Information

Property Information Prior Inspection Data
Property ID: 800066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: |0
Property Name: |SKYLINE
Property Address:

The Prior Inspection Information screen displays.

SKYLINE

{FHA NO: 08437383 Property |ID: B00066666)

Prior Inspection Information
Property Information Frior Inspection Data

Inspection  Investor

Insp. Ho. Insp. Date  Insp. ID Insp. Hame Score Report Report
1536 02/14/2000  MBE342  Murthy Krishna 71b View. Yiew.
Report Report
1202 090141999 MO0002  Steven Martino R View Miew
Report Report

Physical Inspection IMain Menu

b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. See Appendix A for an example of an
Inspection Summary Report.
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OR

c. Click on the View Report link of the property to be reviewed, and the Investors
Report displays in a PDF format. See Appendix B for an example of the Investor
Report.

To close the PDF:

Click File on the Menu bar and select Exit to close the PDF and return to the Prior
Inspection Information screen.

Acrobat Reader - [WYHRJMA9. pdf]
R Edit Yiew Toolz ‘wWindow Help

= Open... Chrl+0 i
= Cloze Chrl+f
Document |nfo r
Frint.... Clrl+F |
Frint Setup... Clrl+5 hift+F
Freferences »

1 ChwfMDOWwWSATEMPAVWHRIME 9. pdf
2 ChwMDOWSAT EMPAWOHPY AU 8. pf —
3 CAWINDOWSNT EMPSYOGI 30H 00, pdf
4 G IND O SATEMPAYOT DR EPP. pof

Possible Area H&s
Painls Polnta  Deuction

d. Click on the Property Information link to return to the Property Information screen,
or click on the Physical Inspection Main Menu link return to Physical Inspection
Main Menu screen and continue working.
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View Web Screen Report Option

The View Web Screen Report option allows Servicing Mortgagees to view or print the
Inspections Schedule Report. This is a view only screen and no inspections can be
scheduled or rescheduled. Use the scroll bar to view all the columns, if necessary.

Inspections Schedule Report

5§ Pecordis) Found

Scheduled Inspections
Pray I'l'-w:l-h-l.li e |'Hl|:|-|::LHu.|.l|I-I.u:|.H|:IlIn-5-IHn|:IH ﬂllmlh:h ﬂ amTh Fags |

Last = Ideal !
FH Preperty  Property Insp. Insp. Local  Inspector Prior Usimisp.
Ciay Ktate Releazed Fumsrs Cods
I I Wagne o, Date Time I Insm Dhate Reorn Dhate
T ML Sanad Lake View Viersa WA L2103 202000 47a® NA2E2003 IH
347221 B0DMSA12  Fer Homees Washegtos DC 2009 HIIW2000 91c*  EAWI00E IH

Lot
CEAITIES BDD0SddAE  Sleyime Mclean WY 2000 (7 00PN MDEES4  I021A%ed TOct 10212000 IH
A0

- [z
~ T
(AT Edd BOOOTGTET E. n'ﬂ”” E:J.:-th HY 2002 13 11:00AM MDE3d  0REIPF 67R° 11442000 IH
- i [111]
Lot
175 3EY BEODOENG0E] .LLII:.EH"I& Lowswddle EY 2010 LS R00AM  MDTER 10119 TOct 12172000 IH
) 2000

Bark to Search Page

Physical Inspection BMain Mens

To view the Web Screen Report:

. T View Webh P Report ) . . .
1. Click on the tew Yyeh Tage mepo radio button in the Function section of the
Schedule/View Inspections or Portfolio screen.
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Schedule/View Inspections or Portfolio

Function
" Schedule Inspection * View Weh Page Report ¢ Create Text Report
View
P i
& View All Inspections Vlmﬁ.f Unscheduled "‘u’leﬂ.f Scheduled
Inspections Inspections

" View Portfolio Selection Criteria
Selection Criteria
Property:

City: |
State: I =]

. . " View Unscheduled
& View All Inspections

Click on the [ Inspections ,or
" View Scheduled
Inspections radio button in the View section.

Enter data in the appropriate fields in the Selection Criteria section, if necessary.

Click on the S button. The Inspections Schedule Report displays with the

inspection information matching the submitted criteria.

Inspections Schedule Report
3 Beverd[s) Foond
Scheduled Inspections
[Frars |||-n-.:1 Sof M I:-.!I-.nll-l..'u'h-.-mmuﬂm"l ik 'IH.-I-.l-m I'l "'I TFawch PR |
T Tdeal = =
FHA Praperty  Proparty . Insp. Imsp. Laescal Tnsgeecia Priai TamTp.
[ 1] [l iaguwiee City Seute Mo, Dt e 1 Released S ik Fufure Code
Insp. Date Diate
o M e o] Lage W Vienan VA R 220N oila® LR LR )] ]
SSOTEZL FIDMAE FaEr Bomess Wasingioa CC e w2000 Flc® Mo s 3]
[re
FATE] DDl Sioane MicL=an MY Jamn 17 MOPM  WIMEs 100200 Rt 1H212mn 5]
00
Chigle Ful g
AT EIDOTEIET .._.'_':-._ : e HY 1z 1% Vi0AM MIEEE  DNTIAEM FRt i4gmn 1M
—— ! 2o
ik Drec
2175381 ENDOaSIEL ap Leizswville EY  a0lD 15 I0DAM  RI0EES  IQTILFRF TacT 1LZLE00 1M
T — F!l.'ll':llllll-.l .“ I.I
Back to Search Page
Fhyuscal Inspectisa Main Blean
March 30, 2001 PASS Version 2.6 44




Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 SCHEDULING/VIEW INSPECTIONS

To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the PHA No or Property ID link on the Inspections Schedule Report to review and
update the Property Information screen, or to view prior Inspection Summary Reports or
Investor Reports. The SKYLINE (800066666) property screen is shown below.

Btreet:

Cigy:
FPhone:
Erail:

Mame:

Birest:

City:
FPlone:
Ermaal-

Clrgamazation;

Skyline

Property Information

Froperty Infarmaticn Priger |I'|=E!ﬂt|ﬂl'l Ciata
Property [I:  A00066666 FHA Mumber; 08437383
Inspecton Mo.: 2000 Euilding Count: [0

Property Name: [SHTLINE
FProperty Auddress:

[1552 Skyline 5T KW

HeLean State: [NT ip: 20202 . [u[u]ue
Zip

[ 1202y 70645 | Fax: [eozT084532

|

| [
[STEVEN MANAGENENT COMPANY, INC.
|
|

|:H-:-|:P:v1lli: State: E e |2l:lﬁl:l'.l B I: 474
[17031 4356787 ws- [167 Fax: |

|E'.E"‘|""!I'I.IT“.'|D!\IEI‘I'\IE:I1EE'.L'C| 1= . com

Update Profle | Reset |

Phygsical Inspecton Mam Benu

Servicing Mortgagees can edit all fields on this screen to update the property

information.

a. Click in the appropriate field and enter new or revised data.
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pdate Frofile

b. Click on the button to save the property information in the
database. A message displays confirming the update.

Update Profile
Thee Profle update was successful

Back to S=arch Pags
Physical lnspection bam Meoa

c. Click on the Back to Search Page link to return to the Schedule Inspections screen
or click on the Physical Inspection Main Menu link to return to the Physical
Inspection Main Menu screen.

Servicing Mortgagees can access prior Inspection Summary Reports or Investor Reports
from the Property Information screen.

a. Click on the Prior Inspection Data link. The Prior Inspection Information screen

displays.
SKYLINE
{(FHA NO: 08437383 Property ID: 800066666)
Prior Inspection Information
Property Information Frior Inspection Data

Inspection  Investor

Insp. Ho. Insp. Date  Insp. ID Insp. Hame Score Report Report

1536 02/14/2000  MSE342  Murthy Krishna 71b ; lew View
epott Feport

1202 090111999 MODOO2  Steven Marting 74b iew e
Report Eeport

Phyaical Inspection MWain Wenu

b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. (See Appendix A for an example of an
Inspection Summary Report)

OR
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c. Click on the View Report link of the property to be reviewed, and the Investors
Report displays in a PDF format. See Appendix B for an example of the Investor
Report.

To close the PDF:

Click File on the Menu bar and select Exit to close the PDF and return to the Prior
Inspection Information screen.

Acrobat Reader - WWYHRJMO9_pdf]
A=W Edit “iew Toolz 'Window Help

= Open... Chrl+0 k
= Cloze Chrl+af
Document Info 3
Frirt.... Crrl+F ]
Frint Setup... Chrl+Shift+P
Freferences 3

1 CAANDOWSATEMPSWAYHRIMGE S, pof
2 CAIND W SATEMPSWOH Y 3L 8. pf —
3 CAWANDOWSATEMPYWOGR 30H00. pdf
4 CAANDOWSATEMPYWWOT OEEPP. pdf

d. Click on the Property Information link to return to the Property Information screen
or click on the Physical Inspection Main Menu link return to Physical Inspection
Main Menu screen and continue working.
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Create Text Report Option

The Create Text Report option allows Servicing Mortgagees to download inspection schedule,
inspection property and inspection participant information to their own computers in order to
update or modify the data using Microsoft Word. This function should only be used if large
volumes of records need to be updated.

Inspections Schedule Report

LA :IIb:..-EI\.‘.h.'I'.ls_I
& Becord(s) Found

Highlight the text betwesn the horizontal kees. Copy it, then paste & info a Wosd file

r'm-._n-.m'::.-: JPropeTE '|r_I|'._: FE :'r|._.'l:.-|rr|-l_:l\.:1l yiokate; Inspact |||r._||1._: Ir.:-p-_l:.-l' H_:I.l.:'l-ll_l'lrrl-l_: Inzpeckaz _IIl,'I CEL

OEOTETAS, S366E  Lake Vorw, Vissma Wi J2U03, ;D200 6T a ¥ OE0E003 W, ™

55470 B0 ED Fatr Hoshea W alungboon, D0 3000/ TO000C9] o= DTTO0E TN,

PSS AN e ooy 2 o Dl IO D 157 NN I OS] D D D A ™ L LD
(2437 et B PETET Choarles Srvatie Padls Cluwarek HY, 2002, Dier 13 000, 11008 B, WOO0EEA 00201 999670, 1001472000, IH, =
(EIF5 5 E00EeE]  Hitkop &pariments Louiselle 372000 Des L5 200, 300FM, MOCEES, DVLAS; T0e* 102152000; [N, ~

Fhysical Inspeciion hain Men

To create atext report:

" Create Text Report

1. Click on the radio button in the Function section of the Scheduled

Inspections screen.

Schedule/View Inspections or Portfolio

Function
" Schedule Inspection ¢ View Weh Page Report & Create Text Report
View
T Vv
G View All Inspections "ﬂ.-’le.ﬁﬁ.r Unscheduled VIE'“.’ Scheduled
Inspections Inspections

" View Portfolio Selection Criteria
Selection Criteria

Property:

City: |
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" View Unscheduled  View Scheduled
" View All Inspections| | Inspections or | Inspections

2. Click on the
radio button in the View section.

3. Update the appropriate fields in the Selection Criteria section of the screen, if necessary.

Submit

4. Click onthe button. The Text Reports screen displays:

Text Reports

Inspection Schedule Text Report

Inspection Property Text Report

Inspection Participant Text Report

Participant Role Reference Text Report

5. Select the appropriate Text Report link to download. In the example below, Inspection
Schedule Text Report is selected.

Inspections Schedule Report

(40l Inspeechioes)
& Becord(s) Found

Highhght the teat bebween the hormontal knes. Copy |, then paste t mbo 3 Word e

FHEL Miamfier: Propesly 1A-PESp. Waaw L AL SEaLe; laSpectlan 14, lnsp. late!lacal Time! lnFpector ZIiiLas

(G AT 66  Luks Toww Vieronn; VA G206, DEUT0000 £Ta* 020NN, =

IESETIN 005650 P wir Homes e, Washan ghon D 2000 (6] 10000 212 0 WANEIN, <

BT 5 RN il W ol s, WY N0 S g 31 SO0 L2000 0] IR L0 95 (e DAL DN,

DA T ST 30t 5 Saratl P adls Chooeeh, Y0002 Doee LE ZT00. 110 A4R BIODESE IR/ LS99 6T ™, 104GIN0 IH, 7
DEIT 53T BRI Hilba M etk 8, Lokl KON, 000, Drer 1.5 2000, 300FM, MODESS, LIVILA 99, T9e™ 1002172000, I, =

HI ur.l| Tl1'|. Ill'l.'tillﬂ MH;E MI"IIII
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6. Highlight the text.

[nspections Schedule Report

(A0 [nspechons]
& Bevordish Found

Elsghlight the text bebwesn the hormontal Enes. Copy if, thes paste #ate 2 Word file

HI lil HI ]I'I."l 1#Enn MI.I.II M'TIII

7. Copy the text by depressing the CTRL and C keys, or selecting the copy command in the
Edit menu.

8. Open the Microsoft Word application. A blank Microsoft Word screen displays.

4/ Microsoft Word - DocumentS MEE
W Fle Edt Wiew Insert Farmat Tools Table Window Help =12 x|

DedaRy | aadlo- o |eeiE=E=8 T T v |8
= -"0 |ﬁ e Favurites-|@-|%‘Document5 -
Mormal = | Times New Roman =

7 2|
o,

]

Note: To ensure that the information is placed in the Word document properly, take the
following steps:

* Click on File, then Page Setup
* Click on the Margin tab, change the Top, Bottom, Left, and Right margins to 0

* Click on the Paier Size tab and change the Orientation to Landscape
* Click on the button.

» Change the font style to Arial, the font size to 8.
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9. Paste the highlighted text into the screen by depressing the CRTL and V keys or select the
Paste command in the Edit menu.

(PIBl Ede pew fet Fgmat Jook Table Wndow bep =18 x|
D&y "Bd o-«- 4% FOEEH L BT oo - F

|1--|- ﬁ:.*_ ﬂ-ﬁrm' go= | [ Doosvent2 -

T §ans ¢ R EEEE|EERE DA
|# el ——— = «-lL|0-»- 6| =S P R
| Al Ertriess = ib |
O 1 | z | K r 3 | B 1 ¥ =

L8, mites Property_id, Prop._Masme; Oy, Slabs nepection_id ;insp,_DeteLocsl_Time; nspector D Les Relesssd nop. Dl Pricr Soore; kissl Mutues Dade;Ln|

(R BT el S L mom e i, O P, (RVRAURAO00 P, IRRST00 S W, -

ST 22 OCECSGE F mer Hormee s, Ve s hangl ongDeC NS T 7 R200005H o 0dA T, =

AT LN, OGRS Siylire MciLeangd'y, 20 D 17 20002 00PK, ORI 10021 MBS 78S 1 20m M. ©
W37 ECTETET Ok Sl F ks Chareh iy, S0 Dec 18 200011 G0apA, D03 00001 A 200 6Te®, 100 il K, =
HATSHE EHOGH 1, Hilop Apartments Losassille 1, 2000 Dwc 15 2000, 3 009, 800504, 100700 28 PR 1020 Q00 W, =

10. Highlight all of your text using your mouse, then click on Table in the Menu Bar and select
Convert Text to Table.

Tk Bt fhes fuert Fomad Jock [Tghe Windsw Hes

D@ H @AY & Rady S orwrse MEwSEY o -5

= = 7|2 &Y Pevoribes » | [T [nsert Table... ,|
C—| tuETam EE

# o 5| B e el E T

1 Al E v - [T :

I OO I P

The Convert Text to Table window displays.
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11. Enter 14 in the Number of Columns field, click on the Other (semicolon ;) radio button to
separate text, then click on the button.

Flme ot mee pomt rgrat Dok Tbe wedow Hew I
O=d SR Gl a0 W HOSEE A RY o - F
= DT ) reoriee e | Gen PR Gimenns il
Famrey v crial re =B F U eEANR ElEEED'-"'i&.'
| r o w ww gl | M = i = & i
o Al Fodies = ..
o I =
Larevam®t | oxd o 1akda
HA Mk gl Mo, sk a b ) al | L | bt e Cnke Pics S ool P Gk Ly
TR B A Vs AL TR, ) | Zl $
T R yvecaars ey 70 SR TS Fro 3 g |
S AR S et Jrncen
Sty o o
¥ puasgapha " Cogran
I~ Tubw b r —

0 =]

The data is formatted into a table. Update the inspection schedule information as needed.

T fde £t Wew fewt Fomat Took Table Window Hel =21
Pl @AY s@AT w- - 2w HAEWS BT o - F
= = 2 0 €Y Freorbes - | Go- [T Dmenent =

- - sBprygEEaImMEE®EO-2-A-
A2 = wegh | O-%- E8 MEH X1 @I 435 E
L £l Erries - b
T o o & 1l [ . N B 1 H-

After the data has been updated, convert the table back to text.
12. Click on a column within the table.
13. Click on Table in the Menu Bar and click Select Table.

14. Click on the Table in the Menu Bar and select Convert Table to Text.
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15. Click on the Other radio button (semicolon) and click on the button.
Convert Table To Text ’

Separate bext with—————— =

" Paragraph marks
"~ Tabs

[ omrmas

: &+ Other: Iﬂ_
| Ik I Zancel

16. Save the file as a text file to later use for the bulk upload process. The file must have a .txt
extension.

NOTE: Whenever a Word document is saved as a .txt file, a blank row is placed after the
last row of data. This blank row must be removed from the txt file before it is used
in the Bulk Upload process. Complete steps 17 — 23 to remove the blank row.

17. Click on the Start button on your desktop. Select Programs, then Accessories and finally
Notepad. The Untitled — Notepad screen displays.

[ Wlrviddeed - Mo egaaid

Fis [t Sesch s
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18. Click on File in the toolbar menu and select Open.

The Open window displays.

File Edit Search Help
Open

(A=W Edit Search

Hew

Save
Save bz

Help

=

Page Setup...
Print

E xit

L ook, jr;

inepl 0 bt

sri_properky. bt

File narme: I". bk

Open

Files of ype: I Text Documents

I
j Cancel |
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19. Click on the Look in: drop-down arrow and select the location where the txt file is stored.
Once located, click twice on the file and the File Name field is updated with the name of the
.txt file. Click on the Open button.

B Untitled - Notepad =] B3

File Edt Search Help

Open

=

Loak jh: I ﬁ Deskiop
tdy Computer jane. tet

el =
7=

inepl 07 bt

File: narme: ||:Iata1 bt Open

Filez of tupe: ITe:-:t Documents ﬂ |

Cancel

] 2w

The txt file displays in Notepad.

NOTE: Notice the blank row after the last row of data.

B dstal kst - Motlepad

Ele  Edt Sewch Hep
FHA_Humber ;Property [d;Prop. _Hsee;City;State ;Inspection_Id.;Imsp._Dake; =

BROTETNS :S66A : Lake ru;l.linrma;l.ln;?:"lnﬂ; P alAANSINNRR 6T ae; B3 SPE /700G
ASCATI2 ;E00ELEAAT cFair Homes Wa :hilg Eon 0 2009 5 o sau 172000 ;P c=; By
ERAATIRT ;AR BAEGEE Sy Line sHelLean ;WY ;2080 0ec 17 Z@0@; 2 : 00FH ; OEREL ;104
BERATHAN  RRROTETET sCharles SmithiFalls ChurchiHY ;20802 ;0ec 16 Z0A0Z11 @00
Haliaia::nlnlﬂnﬁﬂ:i:l-lilltnp partments Lowisville (K¥ ;20400; Dec 15 Z0@0;
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20. Move your cursor to the end of the last row and click on the Delete button.

B datai. el - Motepad M= &
Ebz Ect Seackh Heo
_Ib;Last Aeleased Insp. Pate;Prior Score;ldeal Futwre Date;Unimsp. Code =)

Baa;IH; C
yEfass 10/ 1ef2008; 1M;

2101999 fYce1ar21/s20am; IM; - h

4 o

21. Move your cursor (using the scroll bar) back to left. The cursor cannot move below the last
row of data because the blank row has been deleted.

B datal.tat - Nolepad [=]0
Fie Edi Sewch Hep
FHA Humber ;Property Td;Prop. Hame;City;S5tate;Inspection Td.;Insp. Date;

EROTHEILS CAGEH ; Lake UlewiUienna ;UR ;22103 ;- 03/29/7000 67 2« ;i3 /282003 ;
ASSATEZT ;RARBLS A ;Falr Hones ;Washington ;DC ;7007 ; ;0 1772000 ; 91c=; Aly
R EA7 IR 8 OABSGAGG ; Syl i ne s MeL ean s HY ;200808 ; Dec 17 2000; 2 2 60PH; HEEEEL ;10
EREITELL  BAARTAFAT ;Charles Smith;Falls Chorch;HY ;20802 ;Dec 18 2088:11 @

NOTE: Before this text file can be used in the Bulk Upload Process the row with column
titles (FHA Number, Property ID, etc.) and the blank row must be deleted.
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22. Highlight and delete the first two rows of the Notepad.

File Edit Search Help

FHA Humber ;Propert Hame ;City;State;Inspection Id.;Insp

BB976745 ;53668 ;Lake View;Vienna;UA;22183;;;;83/29/28008;;67a*;083/28/2002
35567221;808080845632 ;Fair Homes;Washington;DC:;2809;;;;04/17/208080;91c*; 084,
BB437383 ;800066666 ;Skyline ;McLean;HY ;20080;Dec 17 2000;2:00PHM;MBB88Y ;10
BRL437 LN ;BABB76767 ;Charles Smith;Falls Church;HY ;2882 ;Dec 18 28808;11:81
B8375383 ;8000806081 ;Hilltop Apartments;Louisville;KY;2818; Dec 15 20888

The screen re-displays and the two rows are deleted.

g =T

File Edit Search Help

hsg?ﬁ?u5;53668;Lake Uiew;Uienna;Un;221ﬂ3;;;;ﬂ3f29!2£lﬂl];6?a*;33.'28!2333;'_::}
35567221;800045632 ;Fair Homes;Washington;DC;2009;;;;084/17/2000;91c=; 84/
88437383 ;800066666;Skyline ;HcLean;HY;20808;Dec 12 20088;P ;HAAB84;18/21/19
B8437 444 ;800876767 ;Charles Smith;Falls Church;HNY ;28082 ;Dec 18 2060;a;HA®
B8375383;800806081;Hilltop Apartments;Louisville;KY;2818;Dec 15 2888;P;I

23. Save the file as a txt file.

NOTE: The file is now ready for the Bulk Upload Process.

March 30, 2001 PASS Version 2.6 57



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 Schedule/View Inspections or Portfolio

View Portfolio Selection Criteria

Servicing Mortgagees can view a list of their properties by selecting the View Portfolio Selection
Criteria view option located on the Schedule/View Inspections or Portfolio query screen.
Once the View Portfolio Selection Criteria option is selected, the View Portfolio Query screen
displays. The Servicing Mortgagee can limit the number of properties displayed by entering
information in the Selection Criteria section of the screen.

View Portfolio Query

Function
® View Weh Page Fepart ¢ Create Text Repart
View
c T View Unscheduled T View Scheduled
* View All Inspecti
Tl HH Inspections Inspections

# Virw Portfolio Selection Criteria
Selection Criteria
Property:

City: |
Sitate: | ﬂ
Fip Cade: |

Seoring Range: From I Ta I (Last Eeleased Inspechion)
Tdeal Fature Inspection Date:

Begn: I L) & Ena: | L] &
FHA Number: I (M Dazhes)

Submit |  Resat |

Physcal Inspechon Wain hesy
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Special features of the View Portfolio query screen

Feature Description
This button initiates the action to locate portfolios based
on information entered for the query.
This button returns all fields to the original information.
Physical Inspection Main Menu The Physical Inspection Main Menu link returns the

Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be
accessed.

Query Fields

All the query fields in the Selection Criteria section are optional. To execute a search Servicing
Mortgagees can complete all, some, or leave the fields blank. The more information provided in
the query search reduces the number of unnecessary results. For example, if 25 properties are
in the portfolio, and no specific information about those properties is entered, the View Portfolio
screen displays all 25 properties once submitted. However if an Servicing Mortgagee prefers to
view only properties for the state of Virginia, they select Virginia in the State field and the View
Portfolio screen displays only those properties for Virginia.

* The Function section determines what Servicing Mortgagees can do with the portfolio
information by clicking on the appropriate radio button. Servicing Mortgagees have two
options:

- View Web Screen Report allows Servicing Mortgagees to view or print the View
Portfolio screen

— Create Text Report allows Servicing Mortgagees to download portfolio information

Clicking on any of the View options return the Servicing Mortgagee to the Schedule/View
Inspections or Portfolio query screen.

* The City field allows Servicing Mortgagees to search for inspections by a particular city.
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« The State field allows Servicing Mortgagees to search for ' :I
inspections by states and territories using the drop-down list. _"
» The Zip Code field allows Servicing Mortgagees to search for fehils napasrmon " s n
inspections by postal zip code. | '
§ 0 Livspe et :-:.--JI--I. atin
 The Scoring Range field allows Servicing Mortgagees to search by r ~ -
score(s) of the last released inspection. I pewasis =i
P MLt
NOTE: If a score is only entered in the From field, the query results ORI b cacias B
will list all scores equal to or greater than the score entered. o -
Fip Cale

If a score is only entered in the To field, the query results will list all scores equal to
or less than the score entered.

To generate a search for only one score, enter the same score in the From and To
fields.

» The Ideal Future Inspection Date allows Servicing Mortgagees to search for inspection
schedules with the ideal future inspection date, selecting the Begin and End dates of the
1

time frame by clicking on the calendar icon.

To use the calendar box:

1. Click on the icon to view the current month in
the calendar box. The current date is highlighted.

2. Select a date by:

» Click on a date (e.g., 09) to select a date in the
current month.

5 M W T F 5
* To move backward or forward by year, click once 23 4 5 6 7
on the symbols (I< or >I) per year. g 9 10 11 1z 1% 14

* To move backward or forward by month, click 22 73 24 35 36 3T 72
once on the symbols (< or >) per month.

e Users can also use the drop-down arrows to
select the month and year from the Month and
Year menus. The calendar changes once the month and year are selected, then the
Servicing Mortgagees click on a specific date within the month.

The calendar box closes once a date is selected, or click on the Close control X icon to close
the window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.
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If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered.

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

» The FHA Number field allows Servicing Mortgagees to search for inspections by a specific

FHA number.

Once the query is generated, the results of the query are displayed on the View Portfolio
screen. From this screen, the Servicing Mortgagee can access the Property Information
screen where additional information about the individual property can be viewed or revised. In
addition, the Servicing Mortgagee can access prior Inspection Summary Reports or Investor
Reports from the Property Information screen.

FHA Ny
257745
I55ETRH
5444051
(8375363
DEEIEITS

[Py B

Fraw | Wl

TH ]
View Portfolio
1-Gof G [HEx I:lli—c' P ol Pacorde o Shawy I'—"’ ;l Facgs He || ;I Suaxh Fags I
Last Insp. Prise  Ideal Fulure
Property B} Propemy Hame ity State Diadn Ermm Inq:-l]ull
SI6ER Lake View Vienna VA DRERR00  £Ta® QFEH00E
A0 56352 Far Homes Wasthmgren DO IT2000  %lc™ O4TE003
A0O045242  Surmee Towers Trafias TE 1 1w%  dde™ 1002000
BO00E0E1 Hillkey Apartmsnts Lenziale EY 1211696 = 102 10000
AO0415%44  Cal'Wood Apatments Boliges AL 0WIWGRG e O TE002
A00R6E1E CHE Towers Brmmgham AL 10021595 &3c 1OV

Fhvsical Tnapecbon bolag M
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View Portfolio

Feature Description

Biev vimr 1 26 o1 20 Had _These bgttons allow Se_rvicing Mortgagees to view _

' _I information on the previous screen or next screen. In this
example, there are 25 records on the current screen. To
display the remaining 5 records click on the Next button.
Once records 26-30 are displayed, click on the Prev
button to return to records 1-25.

Select No. of Recards to Show: |25 vI Sets the number of records displayed at one time. The
system automatically displays 25 records at a time.
Records display in increments of 25, 50, 75, 100, 200 or
250 on a screen.

Page No: |1 = The list of properties can be listed on more than one
page. To view another page, select a different page
number from the drop-down list

For example, if viewing 5 of 10 pages and the Servicing
Mortgagee selects page 8 from the drop-down list, page 8
displays.

This button returns the Servicing Mortgagee to the

Schedule/View Inspections or Portfolio query screen.

FHA No and Property ID links Both links allow the Servicing Mortgagee to view or
update the Property Information screen for a particular

property.

Fhysical Inspection Main Meny Clicking on Physical Inspection Main Menu link returns
the Servicing Mortgagee to the Physical Inspection
Main Menu screen where other PASS components can
be accessed.
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To access a Property Profile screen:

1. Click on a FHA
No. or Property View Portfolio
ID link (e.g.,
Property |D 1'-\.1.--\. i h..u._il Saphisill Py il Pl 0 By ETuires I-" ;l P e 1 _;l HIHF‘HI I
(Example: FHAMWs  Property D Property Hame Gy Stain Lot I Frior - Adnal Future
800045632) on o . . T
—the View Ui % D66 Lake ¥iew v LEENA WA OAERNCTDON &V a2 s
Portfolio screen. 33567221 B00045632 Far Homes Washngton DC 04172000 91c™ 04772003
The Property DE444081 S00049242 Suncise Towers Diallas TX 100 &4t 1002000
Screen dispiays. 0375363 0006081 Hihop Apartments  Losiswle EY 1021599 73c* 102172000
In this example, it 06Z3RIT4 20041984 OakWood Apartments Bolges AL 0171999 S0c* 09172002
is the Fair 06275211 200962164 CHEF Towers Baewangham AL 100021599 &3¢ 1002000
Homes Fhvgsical Inspe ctoa Main Ieau
(800045632)
screen.
Servicing Mortgagees can edit all Fair Homes
fields on this screen to update the
property information. Property Information
Fripanty iloemation Prics Inka setion Diata
a. Click in the appropriate field BreperirIls  BOORLICR) FHA Mumler;  MEHT2
and enter new or revised data. Dmgestion Fe.: 2008 Fiuibting oot f2
Prepeity Mame: [Fair Fores
b. Click on the Pr-r-*r*-ﬁ—r
i Hirpai: L%52 Skplicm 5T HE
pdate Frofile button to :
save the property information iy [atingmes | S it @ Fooe. [moo
in_ the databa_se._ A message P [l | e —T
displays confirming the update. Bl [
Update Profile  [— | |
Thes Profle upsdses was mecanaful Orgenbation:  [STEVIN RGAGENENT CONFANT. IRC.
Einck to Swarch Fage Blraet I
EI"'E!:' |||EI|DHBHHI| I
iy T O T
Pl |2 AR THY e [467 Ban [
c. Click on the Back to Search S— e

Page link to return to the
Schedule/View Inspections
or Portfolio screen or the

Updie Prodis | et |

Phrprcal Irpection hisa Wanu

Physical Inspection Main Menu
link to return to the Physical
Inspection Main Menu screen.
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Servicing Mortgagees can access prior Inspection Summary Reports or Investor Reports

from the Property Information screen.

a. Click on the Prior Inspection Data link. The Prior Inspection Information screen

displays.

FAIR HOMES

(FHA NO: 355667221 Property ID: 800045632)

Prior Inspection Information
Property Information

Frior Inspection Data

Insp. No. Insp. Date  Insp. ID

1313 0201000 W11

Plysical Inspection Man Menu

Inspection Investor

Insp. Name Score Report Report
_ Wiewn ey
Lena Smith Y1 Repart Renort

b. Click on the View Report link of the property to be reviewed, and the Inspection

Summary Report displays in a PDF format. See Appendix A for an example of an

Inspection Summary Report.

OR

c. Click on the View Report link of the property to be reviewed, and the Investors
Report displays in a PDF format. See Appendix B for an example of the Investor

Report.

To close the PDF:

Click File on the Menu bar and select
Exit to close the PDF and return to

Acrohal Resdien - PVWHBJEGY. pdl ]
S Bt View Too: Wirdow Helo

: ; : pen: [l

the Prior Inspection Information B Ciose o IE

screen.
Diociamend [l ¥
Erinl [P —

d. Click on the Property Information link Pt Setug.. ot

to return to the Property Prejerences F

Information screen or click on the 1 CYTHDTSAT EMPUYWH IO pof

Physical Inspection Main Menu link & CAWHDDSEAT EMPOTIHPY AR pof —
FCAWINDOSENT EMPAVIS0HIN pof

return to Physical Inspection Main
Menu screen and continue working.

A CAWINDIP AT EMPAVITIKEFF. pd
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Exiting Scheduling

Servicing Mortgagees can exit Servicing Mortgagee Scheduling at any time. To exit the system,
click on the Menu bar of the browser and select File and Close or click on the Close control X
located at the top right of the screen.

= Gohedule View Inspechons or Poitfobs - Melsoape
Hew J ,ﬁ = X =
4 2 m % of & .
OpenPage..  Cnb0 L, Dol cawch Melscags  Paed Sy ol
Sawe fin . CrkS R [oamasten_sch_dipaciiicheddngiin_ichedue_queny dn CFID=4200F TOREN-30072144 ] ({07 What's Aislaind
Sang Page.. Schedule/View Inspections or Portfolio B
Edil Page
Function
L ' ule Inspection © View Weh Fage Report ¢ Create Teoxt Heport
Page Setup.
Print Pre Wiesy
Ernt... Il Tnspections . ".-lm'._r Tnscheduled - ".I‘m'._r Scheduled
Dhosn Chrid Inspections Inspections
| Es  omad |  View Portfolis Selection Criteria
Selection Criteria
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Bulk Upload Option

The Bulk File Upload option allows the Servicing Mortgagee to upload inspection schedule data
to the Scheduling database. The data must be saved as a text file, with a “.txt” extension.

In addition, the data must be in the correct order with each entry separated by semicolons.

The correct order for inspection schedule information is:

FHA Number - FHA identification number

* Property Id - Property identification number

e Property Name - Property name to be inspected

* City - City where the property of the inspection is located

e State - State where the property of the inspection is located

* Inspection ID - Inspection identification number

* Inspection Date - Inspection date (mm/dd/yyyy)

e Local Time - Time of the inspection in half hour increments from 7
AM to 3 PM

* Inspector Id - Inspector identification number

» Last Released Insp. Date - Date of the last released inspection

* Prior Score - Score of the last inspection of that property

* Ideal Future Date - Theoretical future date based on the score

* Uninspectable Code - Code that identifies inspectable and uninspectable
inspections

The following is an example of a bulk upload data file for inspection schedule information:

6430H001;800001017;The Torains;Karry;OH:51001;May 5 1999; 7:30AM;M29999;04/05/1999;82;04/05/2001;IN; *
643VA002;800020029; The Oaks;Warrenton;VA;51002;May 5 1999;9:00AM;M29550;05/05/1999;35;5/05/2000;IN; *
543VA003;800300056;Woodtap;Richmond;VA;51003;May 5 1999;1:30PM;M29313;05/05/1999;50;05/05/1999;IN; ~
741CA001;804000084;The Sandal;Berkley;CA;51004;May 5 1999;2:00PM;M39513;05/05/1999;90;05/05/2002;IN; ~
695CA002;800000186;The Commons;San Polo;CA:51005;May 5 1999;P;M29777;05/05/1999;65;05/05/2001;IN; ~

Helpful Hints

* There must be a caret (*) at the end of each row to ensure the Schedule Inspection data
is properly updated.

« If afield contains a semicolon, example (Woodside Villa; Inc), the semicolon must be
deleted from the field.

« When a Word document is saved as a .txt file, a blank row is inserted at the end of the
.txt file. The blank row must be deleted before the data is loaded to the Database to
prevent an error.
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To access the Bulk Upload function:

1. Click on the Bulk Upload link from the Physical Inspection Main Menu screen.

Physical Inspection Main Menu
.

o Schedule/View Inspections
S Do s Tnspector Assocation for Servicing Mortzagee/Scheduling
and l.lrh?:Dﬁ'ﬂ.np’m;lt o Azoien Master Scheduler
s Tnspection Beview
Multifamily FHA
s Bulk Tpload

Menu

The PASS Bulk File Upload Module screen displays:

2. Select the link to upload (Upload Inspection Schedule for Servicing Mortgagees).

PASK Bulk File Upload odule
T —

* pload Inspection Schedule for Serrcing Mortoazees

Phy=sical ection Main Menu

The PASS Bulk File Upload Module screen displays.

PASS Bulk File Upload Module
T —

Pleasze select the Servicing MWortgagee mspection schedule file you wish
to upload:

I Browse...

Lplaad the Fila

3. Click on the L button to locate the file to upload. The File Upload dialogue

box opens.
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NOTE: If the pathname is known, enter the pathname in the File name field.

4. Locate and select the file.

Lok [ 13 Frogm =1 1| ¥ [ mf

|| & _liris
NECET B = Fhagrss
| dhmidoni: = sp=bchk
) Pl ol

) s

) HoxthHirlp

Fipars | __fpen |
Files of lyper [T ML Fibas [~ Cancel |

NOTE: The file must have a .TXT extension.

5. Click on the Open button to close the dialogue box. The PASS Bulk File Upload Module
screen displays.

PASS Bulk File Upload Module

Please zelect the Servicing Mottzagee inspection schedule file you wish
to upload:

IC:‘-.I-I? Docunentsh TESTl.txtI Browse...

Upload the File |

Browse...

NOTE: The name of the file appears in the field next to the button.

Lpload the File

6. Click on the button.

If the data uploads successfully, a message displays indicating the number of data
rows successfully loaded into the database.
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PASS Bulk File I.Jpln:ni. Ml idnale
R

T ot T rows have besn successhidly uploaded

echom hlaim Mewu

If the data does not upload successfully, a messages displays indicating the row(s) of data
with errors and the type of errors. The errors must be corrected before the file can be re-
uploaded. After the errors on the text file are corrected, repeat steps 1 — 6 of the bulk
upload process.

7. Click on the Physical Inspection Main Menu link to return to the Physical Inspection Main
Menu screen.
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Browser Basics

Software and Hardware Requirements

The electronic scheduling of physical inspections using PASS Servicing Mortgagee Scheduling
software requires computer resources and an Internet browser. The optimum software and
hardware resources are recommended for efficiency, although users can operate with the
minimum required resources.

Optimum Hardware Resources

Processor: Pentium 100
RAM: 16 MB

Modem: 28.8

Video card: 256k
Download file size: 5.8MB
Installed file size: 10MB

Optimum Software Resources

Windows 95
Netscape* 3.5 or HTML-compliant browser application
Adobe” Acrobat Reader 4.05

NOTE: Users can download Netscape* 3.5 or higher (32-bit) from the Internet. The
procedures to download Netscape* can be found at
http://home.netscape.com/download.

Minimum Hardware Resources

Processor: 486

RAM: 8 MB

Modem: 14.4 kb

Video card: 256k
Download file size: 5.5MB
Installed file size: 10MB

Minimum Software Resources

Windows 3.1
Netscape* 3.5 or HTML-compliant browser application
Adobe” Acrobat Reader 4.05

*Copyrightdl Netscape Communications Corporation.
#Copyrightlj Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to access and use HUD secure systems requires an Internet
connection and a computer with a modem and Netscape 4.7 or an HTML-compliant browser
application. A browser allows access to web pages on the World Wide Web (WWW or the
Web). The Web is a universally accepted standard for sharing information on the Internet. The
Web consists of information organized into pages stored in computers physically located
throughout the world.

Web Page

A web page is a document or application with a unique address on the Web, possibly including
links to other pages. The Yahoo!* main page is shown below as an example.

title bar

control icons

Fie Edil ‘Wew G0 Covweewisir  Hedg meniti har
- ¥ 3 ©f 2 @ = Y @ tool bar
i Hack. Fea s Hzma Samch  Hetzoaps Frmt Swourky
[ wll "Boakweks b ILODERIr By | Fevsset 135700 [ 0 ‘\_ﬂﬂ"ﬂ‘ﬁ'lw
]

— A ——— URL( ti
@ 0 YaHOO! 9@ — Cocation.

Valwo! Mail

free el for life

| AL Theie [ladars
Samch | mhemced seurch

Yaahiro? Fager -l'lu-:h|_l.' lite,, nieainend e pciganaie, il mtification, sieck alors

——link

Sazppeny - Xalkrw Puge - Peopk Scarch - Mgy - Troeel Asesi - Chanfeds - Frracealk - Cuaws - Chai
Emal - Cakrdds - Pasy - My T Todus's Hew - Eaprly - Waithery - TV - Besk Cupobey - mpere L
Arls & Humanities Mews & M I the Mews
Livyatie. Ehsts kol ] v, Joesmgaig ey, TW = Eapres jiches loog
aMrord repdete
Business & Ecomommy Recreation & ) dcin b polegry
e e T | o, Irweel, fice i =TT fiE W R
= ofegs [roeps status indicator
Computers & Infernet  Reference Pre——— L
bagermet, SR, Sobemr, Sexes Likranc, Decicrane ar =
. Markstpla
Education = - pc “ = =l
| i Loourreni Dora b s O CE R

*Copyrightdl Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.
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Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the Minimize

[=] icon reduces or minimizes the window to the bottom of the page. To enlarge the window
back to full size, click on the appropriately titled box at the bottom of the page. The

Minimize/Maximize icon reduces the window to a smaller size, allowing the user to view

other open windows or the desktop. To enlarge the window back to full size, click on again.

The last control icon is the Close icon. Clicking on this control icon closes the browser

application (and the document or application open within the browser) and returns the user to

the desktop.

Menu Bar

The menu bar provides drop-down menus for browser functions. By placing the cursor over a
menu item and clicking on it with a left mouse button, the drop-down menu appears. Highlight

the appropriate menu function with the cursor to make a selection.

IHI=W Edit “iew Go Qnmmunicatnr Help
ey 3
Open Fage... Ctrl+0D

e AS. Ctrl+5
SEkE [EhEhE e

mend FPage..

EditFage

Edit [ErErmeE

UploaEd =les

Oiffline »

Fage Setup...
Frint Presiew:

Close ]+t
Exit Cirl+ 2

Available menu functions are text items in bold. Menu functions that are not available appear

faded and cannot be activated.
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Tool Bar

The tool bar consists of buttons representing browser functions.

<« @2 A [ a &+ & 3

Back fFonyard  Reload Home Search  Metscape Frint SeCurity (] ]

Available functions are buttons with bold text and graphics. A tool bar button appears faded if
the function is not available.

Location Identifier

The unique location of the Web document or application is called the Uniform Resource Locator
(URL). The URL is used to find a particular Web page among all the computers on the Internet.
Enter the desired URL in the Location field and press the Enter key.

NOTE: The field is labeled “Location” for an Internet site. It is labeled “Netsite”
for an intranet (internal/within the organization) site.

Status

The Netscape browser indicates the status of the action being performed. If the browser is
performing an action (for example, searching a database for information): the Netscape |=s logo

L1
to the right of the URL address appears to have comets flying across it, the Stop sign on
the tool bar is bold and red, and the status indicator line at the bottom of the page (next to the

lock E|) describes the status (for example, “Connect . . . Waiting for reply”). Upon completion
of the action, the logo returns to its static state, the Stop tool appears faded, and the status
indicator line reads “Document: Done.”

NOTE: The lock indicates whether the Web page is secure or not. Some Web
pages can be secured or blocked from other Internet users if the page
contains sensitive information, such as financial or housing information. If
the lock is closed, the page is secure. If the lock is open, it is not a
secure Web page.

Links

A link provides a method to move quickly from the current page to another Web page. Links are
typically underlined, although they do not have to be. Click on a particular link, and it moves the
user to that particular page. Once the link is accessed, it typically changes color to indicate the
user has already accessed it once before.
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Bookmarks

The Bookmarks function is a browser tool that provides the user with quick access to a Web
page. Once a Web page’s title and location is marked as a bookmark in the browser, the user
does not have to remember and type in the URL or go through a series of links to access that

page.

| <k " Bockmarks & Lu:lu:,ﬁiu:un'l-.-l;. Nt hud ok

] &7 what's Ralsted |

To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page. The Web

page location is added.

NOTE: The browser in this example is Netscape. Display may vary according to
the browser.

¥ Bookmarks

Add Bookmarlk,
File Bookmark
Edit Bookmarlks .

|:|' Fersonal Toolbar Faolder

7§ Search

7§ Business and Finance

. Computers and Internet

j Directories

§ Entertainrment and Lifestyles
4 MNetscape Metcenter

5 Mews and Sports

7§ Shopping and Classifieds
. Trawvel and Leisure

7§ What's New and Cool

v v v

T v v v

L‘T Fersonal Bookmarks

# U5 Department of Ho..Development-Home Page

4 REAC Financial Assessment

4 Feal Estate Assessment Center

4 BEAC Physical Assessment

4 Pacific Edge - Froject Office Express
4 Resident Assessment - Lagin

All bookmark(s) appear in list form under the Bookmarks option. Clicking on a bookmark in that
list takes the user directly to that page.
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REAC Technical Service Support

The Servicing Mortgagee can contact staff in the Physical Inspection Operations area within
REAC for assistance Monday through Friday from 8:00 A.M. to 5:30 P.M.

REAC Technical Service Phone Number
1-877-406-9220

Technical Assistance Center

Users can contact the REAC Technical Assistance Center with any questions or problems
Monday through Friday 7 a.m. to 8:30 p.m., Eastern Standard Time. The REAC Technical
Assistance Center can be contacted by telephone or email.

REAC Technical Assistance Center Phone Number
1-888-245-4860
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Appendix A: Example of an Inspection Summary Report

Inspection Summary Report - 119233

Inspection Mo: 118233

(R R

Property:  [BO00002681) PARKLANE APARTMENTS Inspection Date:
6725 MEHEILER BOULEVARD Phate: A2-2322
MOBILE, AL 26608 Fax: [334) 342-2068
E-Mail Address:  parklane & relaled.com
Scaftersd Site?: Mo ACCE:
CA#:
Comments: TAD 12345
Building Uil Cournt Health and 5 Counts
#Total  ®Inspected . }
Mon-Lite Threalening St Bldg Uit Tetal
Buikdings 4 2 Actual ] 1] i 1
Linits 112 i winspected | = | @ oL |
Sgares Prajaches I o 12| 1z
Poaaible Arag H&S
Foints  Painte  Deduction Lite Threatening
Sita 14.4 L] a0 Aotual o 2 i 2
g Exl Vg 5.7 0. “elnspected | ™ | 22% il
Bl Sy 1833 0.0 Projected | ¢ sl 9] ®
Ch 15.0 o Smcke Delectors
Linils A85 288 111 Actual i 1] a 1
Foa— | pp— | —_ 1 “lnspected - o 1% —
Profecied 0 [E] L L]
Final S¢core = Area Palnts - H & 5 Deduction Bl o
Systemic Deticienclas:
% of Bldgs
# yaih ¢ Linilgs wth
Aras it Dafect Dofect # Tafal Dofect
Capstal® fidgEx | Foundalions CracksGaps™ # 2 H A
SpatingExposed FRabart 2 2 1005

Crdimary™ | Hong

* Cagilal ilames ang ropains thal gon

Participants:

 rugquire large cash oullays. |
* Oirdinary ilerns e repais hal ogure analles cash oulfays

oh s new p
lghil foduros

[ Hewrs =

skl rusw Eppliances .

e exlinguishors, amd smoke doteclom

Management Agent Argpeta oo,

Halated Managamant Co L P,

Fhians:
Fax
£-Mlail Addr

[

(770 G128

8425 Powers Ferry Rd
Allarmia, GA I0EI6-0000

Owmer/PHA £
falgler Bivd, LTD

Phaong

£ Mail Addras

625 Madsan Avania
Hew York, MY 10022

Diiman, Shawn

Sile Marager
Frrklarne Agls

Fhia
an
E-Mail Auddross:

[Rekd

(354} 3422222
3422080
peklane @ ridabed com

G Feiglar R
Mobika, A 3EE0E

Buildings'Unils:

Ha HamaTypeRessen Uninspeciable Year built # Units Address
1 k 1973 16 G725 LE¥ELER BOULEVARD
Law FsaTiadan Aparrnent = AL SGE0E
Fira Damags
2 1874 16 FEXGLER BOLREVARD
fodan Apaimen £ AL 34608
il
] 3 1530 1151 B EVARD
Lo FrigaGiandan Apatmenl
Vanarnt
PAE2000 223 PM Papas 10f 3
L FA LT
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Inspection Summary Report - 119233

4 4 1979 11 CAGLER BOULEVARD
Loy FiksesCigsdap Apsarinnen AL SHENA
O

& 1 153 B FEVARD
Loy FiksesCigsdan Apsarirment
a ERiciency Compind COoocupant Fafusal

Comments:  les]

=] 3 Bedragm

Oz

Seoupam Rahsal

[ # Hedmonm

e Qe

Commanks:  |esd

d 1 Bedioom e
-] ERicency Orccaupied Oooupant Rafusal
Commentis:  1es
[ | 1 Bedraom | Dcoupied | Mo Feps |
Comments freesd |
£} | 2 Bedrosm o ipded CHfe |
Comments:  le=! |
] i} 1874 K] GLER BOULEVARD
Comimen Buikding & AL SEEOR
¥ ki 185 16
Liow FieaGie Al
Ooripanl Faluss’
) B 18 ] 8725 JEMELEH BOILE EVARL
Low ResaGardan sparment MOHEILE AF SARGE
Fabme Hasiicled Ares
a 1] 1874 15 6725 FEMGLER BOLULEVARD
Leaw RisaiTardan Aparimen MOBILE AL 35808
NS
Comments:  unil 104 vacanl, rie uliflies
Inspec iable Hems:
Inspecled Rem NOOD Observalion Sowetity LocationCommuents Ded.
Certificates
Eletsalis M
Laad Based Paing Disclosune Form MCH
Site Possible Points: 144
Farkirg LalsDriveways Poads ol Ponding™ Leval 2 20
Paltalest toss Maharfa®™ Lewval 3 | Lacason: fest; Comments: asl 4.0
Snlliornen b eening Lewal 1 1.0

Building 5 - Bullding Exterior

Possible Points: 1583

Fin 4] Baocked EgressLackbens (LT) Lewsl 3 Location: 1esh Gommenls: test 1265
Frundaliors 4] CrackaGags™™ Lewel 2 /3.3

SpallingTaposad Fatar Lanal 2 3.0
Finois [l Damaged SollileTascia Leal 1 180

Damared Clogrod Draine™

Lenegd 2

[T

FRG2000 23 P
¥ S

Paga 2 of 3

March 30, 2001

PASS Version 2.6

A-2




Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 APPENDIX A

Inspection Summary Report - 119233

Building 5 - Bullding Exterior Possible Points: 1563
Hoots oo Damaged Torn Mambranafissing Ballast Lipai B3

nged Componants from Laval & 285

MissipTamaged Shangles"” Lol 3 wns lesk, Cammenls I 126 g
Building & - Bullding Systems Possible Points: 2234
Fra Protaction | ()] | MissrpDamagud Expired Extirguishers® | Laval 2 | BY.a
Building 5 - Common Areas Posslble Peints: 141
Day Care [ Cailing - PredngMeeds Paint™ Level 2 0.4

Cuiling - Waber SkarsWales Lewvel 2 o

Dlarma el ol bl dew

DOzans - Dramasged Leval @ [oh-]

FramasThreshoddd] intalsTim™

Dors - Damaged Suiface - Lol 1.6

ot P it Pusling Glass*

Building 5 - Building Exterior - Health & Safety

EmeriencyeTing Exile | o | EmaigancyFire Exis BlockedUinusabia [LT) | Leanval & | Lacation: ast; Commenis: bast 1266
Building 5 - Unit d Possible Points;: 355
Elecisical Seshnm O Bl Braakeds (NLT) Lenval 5 Locadon: st Comments; sl 1.1
HUAC System Ol Mgy vibralingLeaking™* Lewval ¥ 4.2
Pl Coressm™” Laval § 1.7
Building & - Building Exterlor Possible Points: 158
Foumndalicrs (w0 CracksGaps™ Laval & 6,3
SpallingExposed Rebar™ Lol 2 Hi
Building & - Building Systems Possible Points: 163
HW & | [#'1] | Gl RuslCorrasion | L] 2 | | ao
Building & - Commaon Areas Passible Points: 0.9

FHE -

Acresshia Oulskde Sommi | [w'n}

atian: lesl Corrrmenls: tewl |

MOTE: Seore dor amy geoen beikding or und can nal ba ragativa (il daductions arg grealsr shan passishs points, lha scoee & sal b 7ean)

PRS00 223 P Faga 3af 3
¥ A
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Appendix B: Example of an Investor Report

Investor Physical Inspection Repont

LL5. Prepartoent of Tioasing
uy Development J
e Inspedtion

[FHA NUMBER: [ INSPECTION SCORE:  fiflc

I|'|'\.||:_'r||-.'-|| Dhate dmimwelelfvy ) R EREE] Kepor Subriied Hy

Tinsprectiva Numbet 119233 Sy i Wlor ]

Previous Dispection e Previcus In W0 SCOTe:

Property Mame: PARKLANE APARTMENTS ¥ Torad # Inspected
Proqerty Addness: (715 FEIGLER BOULEVARD Huildings; 1 .
Property Cit/ STy MOBILE, AL 3660 Linits 112

Oooupancy % Sathened Sites (VMR N

Section of the Act

Partivipanis: Mt FleoneFax/F-mail Adddres
Muanagemem Agen Anzela Bood. 100 phione v Powers Ferry Bl

Belated Management Co P, a, DA 303 300000
CrwnerPHA 7. b REO 1200 phone 628 Mudison Avenus

Letgler Bbvd, LTTY Mew York, NY 122

none avaiinhle

Siee Manager Dxon. Shawn (304 2422222 phone 6725 Feivler R

FPrarklune Apis, (334} 342 HORK Fax Maobile, AL 36608

patkEamerrelaredd coan
Lispection Firm Enspecior Lipspector REAC Mumber Inspecior Tebephone
LTSI ATS, ATSUSER Hiz345
Scores
Components Pewsibile Paoint= Percentage Healih & Salviy Haalth & Sofery (HES) codes
Polnts Received Senre deductions i1 Fanal Seore
Sire 14 T 56 il a = i health and safery concerns
Building Exterior 16 f 1H LS tile threaening HES concem
Building Sysiems 14 17 Ll i o= e heatgming H&S coicerns
Common Areas 15 I 73 i [ emo retecions )
Einits A5 Y] 86 11k = wimoke detector nod wiorking
Creeral] 1461 | | 11
Percent

Total Building Exterior = Site + Huilfing Exterion 43
Total Buikdine lntedior = Boslding Syvstems + Comnam Arvegs + Unkls B
Final Sione = Podnts Keceived - Health & Safety Dedoction + H&S code Gl

pextion

eepaned by REAL foruse by servicnp mongagess

Repeoas

o desipm v specithd by 3 wrking sroap of i

T SCTVICIE Tearpngees el
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| Iovestor Report Page 2 FHA Number Property Mume,  PARKLANE APARTMENTS
Specific Units Inspected: 1 Percent of units Inspected: 1%
Building  Type Year Built  Units
[ Commoa Building 1T MNone
5 Eovey RisetGairden Apartment 1973 d

Units with Level 3 or Level 2 Sevedty of Olserved Befciencies (Level 3 = Sovere: Level 2 = Major)

Famvel 3 Delseiencies: I Total I Bumber of Inspecied Dnis TE % of Ulmnies
Level 2 Deliciencies i1 Towal 1 Mummber of Inspecied Units (' % of Units
{umits with Devel 2 geficiencies, har no Level 3 deliciencies]

systemic Deficiencies: % oof Hldgs!

Type Anea I Dl #owiDefect #Floml  Units wiDetect

Capital® Blzfst  Foundations racks/Ciaps 2 2 HE

Spalling/Exposed Bebar®* 2 2 100

Ordipary®® Mone |I

* Capital = repaivreplacement reguires lirge cash canlays ool IV ACs, appliances). ** Orndinary = minor repairs |

Building Site, Exterior, Systems & Common Arens

Location Tnspected Hem Severity  Chserved Deficiency e

Kire Parking Los/DrivewayuBonds Lewvel 2 Ponsding** 2z

Kite Parking Los/DrvewayuRaoads Lawvel 3 PothaolesT oose Margsial® 404

Building &

Esberics Fire Ercapes Level 3 Blocked Egress/Tadders 126565

Exlerics Founsdations Lavel 2 Cracks/Gaps** R

Exlerics Foundatians Level 2 Spalbing/lxposed Rebar®* ATua

Fislerior Rasofs Lawil 2 PrarnagedC lnamed Drains®* Hid 52

Fxberior Rusoify Lewel 2 Pramaged Tom Membrane®dissing a2
Balkase

Exberics Rl Level 2 MissingTramaged Componeins Bom S0
Prowmsprongl et

Exlerior Fawols Lewel 3 Missing/l mmuaged Shingfes 12665

Systems Fire Pratection Levisl 2 Missing/Tmnged Expired q8.5%
Bxtingnishers**

Common Arca EJ:I_'-' (Care Level 2 L'.-g::l!illg - Peel ing.'Nm!:;LK Papm*+ 15

Commnon Aren Py (" are Lawil 2 {Ceafing - Water StainsWaler IhEE
Dramage/Mold Mildew **

Common Arca Eray Cane Level 2 Do - Tramaged (hER
FramesThreshold/Liniels Trim*

Coanmwm Arei Eray Care Lavel 2 Trpwas - Dramaged Surface - 1.50
HeslesaingRisting Glaa*©

S Emergency/Fire Exits Level 3 Emergency'Fire Exits Blocked nusable 12663

Building &

Exlerics Foumdatinns Levisl 2 Cracka/Gaps® Y]

Fsberics Foundations Level 2 Spalfing/Exposed Rebar** ER

Syseems HY AL Lewel 2 Cienerad RasuCorrosion 2.2

Niaie: The brvesior Piysical Inspectos. Report wes peeparned by REAC foruse by sevicmp mangagess. The design o specitid by awodking sroap of scive servicing maripagoess mil
in Fargse jeat i o wfamsimg of e asmting epation Sammay Repoar
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|I|it‘-:~tl:r Report Page 3 FHA Mumboet Property Mame:  PARKLANE APARTMENTS
Huililings &
Lonmon Arca FTIECY - Accessibbe Ouside Commion Level 3 Raoies Ohstrocied or Tkicoessible (ki
Argas* Wheelchair*®
" doe s by sorvicmg margagos e desigm v -\.|1'\,'::';_|! o el s of sotne sy -\.'ll‘:' reripmgees
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